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Welcome! Intro

Thank you for choosing the Xerox Document WorkCentre —
450c, the dependable and efficient multi-function device
that handles your office tasks with ease. The WorkCentre
works the way you do, performing more than one job at a
time.

Install

p——————
Using the WorkCentre, you can:
» Send and receive paper and electronic faxes
 Print color and black-and-white documents
.

» Copy, collate, reduce, and enlarge documents

» Scan paper documents and convert them to fully
editable electronic documents

The WorkCentre CD-ROM includes Xerox Pagis™ Pro 97|
and TextBridge™ Pro software. Using Pagis Pro you can
scan, organize, and retrieve the documents in your office.| ,
TextBridge optical character recognition software lets you
easily convert your paper documents to electronic
documents, while retaining text formatting and pictures.
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e==a Where to find helpful information

Document WorkCentre 450c Quick Installation &
Quick Reference Guide

Step-by-step instructions explain how to set up the
WorkCentre, install the ControlCentre™ software,
and perform frequently used tasks.

Document WorkCentre 450c Guided Tour

An online introduction to the WorkCentre 450c and
its ControlCentre software. To run the guided tour,
click the Help button in the WorkCentre Status
window and then double-click the WorkCentre 450c
Guided Tour.

Document WorkCentre 450c Online Help
Concise explanations and procedures on

WorkCentre tasks and features. To open Help, click|

the Help button in the WorkCentre Status window.
Document WorkCentre 450c User Guide

This online guide provides complete instructions on
how to use the WorkCentre, descriptions of
maintenance and troubleshooting tasks, and
reference information.
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To obtain a printed version of the guide, use the
order form included with the WorkCentre.

Pagis Pro Multimedia Tutorial

A comprehensive and entertaining summary of the
features and benefits of Pagis Pro 97. To run the
tutorial, insert the WorkCentre 450c CD-ROM,
open the folders (directories):

English\Pagis\Tutorial

Double-click Tutorial.exe. For best results, your PC
should be equipped with a sound card and
multimedia speakers.

http://www.teamxrx.com

Visit the Document WorkCentre 450c Web Site for
product and technical information.

1-800-TEAM XRX
(United States and Canada only)

For technical help, call the Xerox Customer Support
Center.
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c==> Introduction to the Document Intro
WorkCentre 450c

The Document WorkCentre 450c features an easy-to-use
control panel that simplifies your routine tasks. With the |/nstall

press of a few keys, you fax, print, copy, and scan

documents. PR—

Paper tray extension

Paper tray

Printer output tray

Document tray . &= S

Scanner cover
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c==o Usingthe ControlCentre software, you can efficiently Intro
monitor the WorkCentre’s status from your PC, change any
of the default settings, and set up a Phonebook of speed digal
numbers.
Install
WorkCentre features
The WorkCentre 450c’s advanced design lets you easily
access its components. Its compact size allows the
WorkCentre to fit into any office environment.
The control panel includes function keys, a numeric |
keypad, document flow icons, and a liquid crystal display
cls (LCD) that shows menus and system messages.
Control panel keys
j-—
Press this ke y To do this
SCAN Automatically run the scanning application on
your PC.
MODE Switch among the print modes: print & fax, SE—
offline, printer only.
FEED Load a single sheet of paper into the printer,
or clear a jammed page from the printer.
——————————— i
| e— p
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€==> Pressthiske y To do this

CARTRIDGE

COPY

SIZE

JOB STATUS

COVER PAGE
CONFIRM

CONTRAST

RESOLUTION

LEFT ARROW

RIGHT ARROW

=

Switch among the cartridge maintenance
options: change, clean, replace color head.

Start a copy job.

Switch among the resize options for copies:
95%, 100% (same size), enlarge 125%,
enlarge 150%, 75%, 80%, 85%, 90%.
Display the WorkCentre’s active and pending
jobs.

Toggle the fax cover page option on and off.

Toggle the fax confirmation report feature on
and off.

Switch among the contrast settings for outgo-
ing faxes and copies: lighten, normal, darken,
photo lighten, photo normal, photo darken.

Switch among the resolution settings for out-
going faxes: standard, fine, superfine.

Display the previous menu or option, or when
entering text, move the cursor one position to
the left.

Display the next menu or option, or when
entering text, move the cursor one position to
the right.

RO 06 @ @ ®
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Press this ke y To do this

EXIT/CLEAR

ENTER

MENU

SPEED DIAL

PAUSE
REDIAL

HELP

STOP
START

Display the previous menu. When entering
text, delete the blinking character or, if the
cursor is to the right of the text, delete the last
character.

or

Clear a document from the scanner.

Choose a menu and display its submenu or
options, or choose the option or text you
entered.

Display the first top-level menu.

Enter a speed dial number from your Phone-
book.

Insert a timed interval in the dialing sequence.

Redial the last fax number dialed, combine
several numbers during a single dialing
sequence, or add a plus (+) to a speed dial
entry in a Phonebook.

Print the WorkCentre menus and the current
default settings.

Halt a process or exit the menu system.

Begin the specified job.

e e ® ® ©
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How to navigate the
WorkCentre menus

Using control panel keys and the numeric keypad, you cain

easily navigate the WorkCentre menus. As you navigate th
menus, the LCD displays the options you can choose and
provides helpful prompts to guide you.

To access the WorkCentre menu system, predelHidU
key. The first top-level menu displays:

Menu (1-6)
1 Faxjob

To display the second top-level menu, presRieHT
ARROW key or the2 key:

Menu (1-6)
2 Reports

Press th&NTER key to choose the Reports menu and
display the first Reports menu:

Reports (1-2)
1 Print report

RO 06 @ @ ®
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PressENTER to choose the Print report menu and display
the first Print report option:

Print report (1-6)
1 Activity

PressENTER to choose Activity.

At any time you can press tBXIT/CLEAR key to display
the previous menu or press BEOP key to exit the
menus.

Note: To print a diagram of the WorkCentre menus,
press the HELP key.

Using the numeric keypad

You use the numeric keypad to enter numbers, letters, an

symbols. Most WorkCentre tasks require a numeric entry,| ,
for example, a fax number. To enter a number at the contrg

panel, press the number key you want.

The primary letters corresponding to each number key arg¢

shown above the key. Additional characters and symbols
are also assigned to each key on the numeric keypad.

RO 06 @ @ ®
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To enter a letter or symbol, you repeatedly press the
appropriate key until the character you want displays on the

intro

LCD. For example, to enter the lett&Z," press the key —

three times.

Understanding the

Install

document flow icons —

Document flow icons indicate when the WorkCentre is
receiving and sending information.

a0 |

Indicator lights between the telephone and WorkCentre |——

icons illuminate when a fax is being sent or received. Wher

you're printing or scanning, the indicator lights between the 55

PC and the WorkCentre icons illuminate.

RO 06 @ @ ®
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Using the ControlCentre software

intro

The ControlCentre software on your PC enables you to £_‘

easily view the WorkCentre’s status and change any of th¢

WorkCentre’s default settings. For faster dialing when
sending faxes, you can use the ControlCentre to set up yot
Phonebook of speed dial numbers. You can also get help
quickly on a particular task or dialog box from the
ControlCentre.

When you start Windows, the WorkCentre 450c icon
automatically displays in the notification area on the
taskbar. (In Windows 3.1/3.11, the icon displays on the
desktop.)

The icon’s appearance indicates the WorkCentre'’s
condition.

The WorkCentre is ready to use. You can fax, copy,
print, or scan a document.

The WorkCentre is not operational and requires
your immediate attention. For example, you might
need to load paper or clear a jam.

RO 06 @ @ ®
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The WorkCentre is operational, but will soon need a
replacement part. For example, the ink supply may
be running low and you'll need to install a new ink
cartridge.

Note When you move the mouse pointer over the
WorkCentre icon in Windows 95, a ToolTip window
displays. The ToolTip provides a brief description of
the WorkCentre’s status.

To open the ControlCentre on your PC,ai@ of the
following:

* In Windows 95, double-click the WorkCentre icon
in the notification area on the taskbar.

* In Windows 3.1 or 3.11, double-click the
WorkCentre icon on your desktop.

Note You can also find the WorkCentre icon in the
WorkCentre 450c program folder (program group)
and Windows Control Panel.

RO 06 @ @ ®
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The WorkCentre Status window displays, which provides intro

the information shown below.

Conditions under which the
W orkCentre 450¢ Status window Ika?c ument —_
opens onyour desktop wicons

& WorkCentre 450c Status

Message displayed on Diisplay this window [ At startup v On gmor [ On waming
the control panel LCD

Load page face down
08:53pm  100% free

W orkCentre 450c
graphic that changes,
depending on its status

(- dat-- 2

Be.-B -H
O <M

=[] -
Contrast Resolution

The WorkCentre is ready to uze. You

Helpful status message can send a fax. or copy, print. ar scan Help | Test |
P 9 a document. Click Help for
nztruchions. eliiigs I iz |

Ink level gauges /

Photo, contrast, and __|
resolution settings

When the WorkCentre’s status changes, the graphic

indicates the condition and a helpful message appears in the

window. You can find out more about the WorkCentre's

status, including how to correct a problem, by clicking the

Help button.

& 06 ® ® ©
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e==0 Selting the ControlCentre Intro
properties

Using the ControlCentre Properties dialog box, you can
change the conditions under which the WorkCentre Statug/nstall
window automatically opens on your desktop. For
example, you can set the window to open any time an errgr——
occurs, such as when the WorkCentre is out of paper or ink.
You also use the dialog box to choose which scanning

application to run when you press the SCAN key on the

—

WorkCentre control panel. —t
1. Atyour PC, dane of the following:
2 « In Windows 95, click the WorkCentre icon on the
taskbar with the right mouse button and then click
Properties. —t

e In Windows 3.1 or 3.11, click the WorkCentre icon
on the desktop with the left mouse button and then
click Properties.

RO 06 @ @ ®
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The ControlCentre Properties dialog box displays.

ControlCentre Properties Ed |
Drizplay status window
Controls the display of the I~ | At statt-up
W orkCentre 450c Status "0
window n erar
[ On warning

Displays the W orkCentre icon
on the taskbar (or desktop)

th ified . —When Scan button iz pressed
Runs the specified scanning \ ¥ Run scanning application:

W Show icon on the taskbar

application when you press the
SCAN key

IE:HF’ngram FilezPagishzcantool exe

Browse. .. |
(] I Cancel | Help |

2. UnderDisplay status window click one of the

following:

» At start-up, to open the WorkCentre Status window

when you run Windows.

* Onerror, to open the WorkCentre Status window
when an error occurs.

* Onwarning to open the WorkCentre Status window

when a warning condition occurs.

RO 06 @ @ ®
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Note: You can also click one or more of the Display
status window check boxes in the WorkCentre 450c
Status window to change the condition under which
the window opens.

3. To not display the WorkCentre icon on your taskbar or

desktop, dmne of the following:

* In Windows 95, clickShow icon on the taskbarto
remove the check mark.

* |In Windows 3.1 or 3.11, clickhow icon on the
desktopto remove the check mark.

You can access the WorkCentre icon from the
WorkCentre 450c program folder (group) and
Windows Control Panel.

4. To choose the scanning application to run
automatically when you press tB€AN key on the
WorkCentre, do the following:

» Click Run scanning application

» Click the Browse button to find the scanning
application’s location.

RO 06 @ @ ®
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» Click the application and then click Open.
The application’s location displays in tRein

scanning applicationbox.
5. Click OK

& 06
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Selecting and Ordering Supplies

You can purchase supplies from your local Xerox retailer.
To find the location nearest you, call 1-800-832-6979. If
your retailer is out of stock, you can order supplies through
Xerox:

* |n the United States call 1-800-822-2200

* In Canada, call 1-800-668-0199 (English) or
1-800-668-0133 (French).

L Reorder

ltem Descri ption
number

Color ink cartridges
Black Black ink cartridge 8R 7660
Cyan Cyan ink cartridge 8R7661
Magenta Magenta ink cartridge 8R7662
Yellow Yellow ink cartridge 8R7663

Color print head Black housing that holds the 8R7659
color ink cartridges

High capacity ink  Fast, black-only ink cartridge 8R7638
jet cartridge

Storage box Storage box for the color print 60K01010
head or high capacity ink jet
cartridge, when not in use.

RO 06 @ @ ®
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c== Plain paper and media Intro

Most types of paper will work well in the WorkCentre,
although some variables in paper composition may affect
print quality. Most high-grade photocopying papers and
cotton bond papers produce good results. You should fully /nstall
test a paper before purchasing large quantities.

You can order plain paper and media from your local Xerox
retailer. To find the location nearest you, call 1-800-832-
6979. If your retailer is out of stock, you can order supplieg
through Xerox:

* Inthe United States call 1-800-822-2200 |
* In Canada, call 1-800-668-0199 (English) or

—

—————

&= 1-800-668-0133 (French).
——————i
| e
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. . Reorder Intro
Region Descri ption
number

North America 1
United States Xerox Image Series LX 3R3874

(8.5x11 in, 24 Ib) Install

Xerox Select Ink Jet Paper 3R5433

(8.5x11in, 24 1b) !
Canada Xerox Image Series LX 3R4284

(8.5x11in, 24 Ib)

Xerox Select Ink Jet Paper 3R5433

(8.5x11in, 24 Ib) e
South America
Brazil Papel Xerox 3R70024

(216x279 mm, 75 g/m?)

Papel Xerox 3R70033 R ——

(210x297 mm, 75 g/m?)

Papel Xerox 3R70355

(210x297 mm, 90 g/m°)
Europe =

Xerox Laserprint 3R93556

(210x297 mm, 80 g/m°)

Xerox Colotech 3R93022

(210x297 mm, 90 g/m?) —
e 6 & ®
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Xerox Colotech 3R91290

(210x297 mm, 100 g/m?)

Contact Xerox for correct
reorder numbers

Other Countries

Specialty print media

Xerox offers a wide range of specialty print media:
transparency film, high resolution paper, photogloss paper
and a fabric transfer sheet

For best results, use only specialty media designed for thg
WorkCentre. Avoid extremely thin paper, thick paper, or
chemically processed paper such as thermal fax paper, a
frequent paper misfeeds may occur.

With all specialty media, read and follow the instructions
for proper loading into the document feeder tray.

You can order specialty print media from your local Xerox
retailer.

To find the location nearest you, call 1-800-832-6979.

RO 06 @ @ ®
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If your retailer is out of stock, you can order supplies
through Xerox:

* |n the United States call 1-800-822-2200

* In Canada, call 1-800-668-0199 (English) or
1-800-668-0133 (French).

Size Descri ption Reorder
number
Letter Ink Jet Transparency 3R5813
(8.5x11 in) (4.2 mil, 20 sheets)
Ink Jet High Resolution Paper 3R5814
(28 Ib, 200 sheets)
double-sided, matte-coated paper
Ink Jet Photo Glossy Paper 3R5877
(6 mil, 10 sheets)
Ink Jet Fabric Transfer 3R5878
(10 sheets)
A4 Ink Jet Transparency 3R93880
(210x297 (4.2 mil, 20 sheets)
mm)
Ink Jet High Resolution Paper 3R93881

& 06

(104 g/mz, 200 sheets)
double-sided, matte-coated paper
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Color Ink Jet 3R93312
(100 g/mz, 100 sheets)

single-sided, matte-coated paper

Ink Jet Photo Glossy Paper 3R93882
(6 mil, 10 sheets)

Ink Jet Fabric Transfer (10 sheets) 3R93883

& 06
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WorkCentre 450c Specifications

General S pecifications

Power 110/220 VAC; 50/60 Hz
Power consumption 14 watts, in idle mode
Size and weight Height (with trays): 11.5 in (292 mm)

Width: 16.5in (419 mm)
Depth: 17.25 in (438 mm)
Weight: 18 Ibs (8.2 kgs)

Environment Temperature range: 50(F (10(C) to 90(F
(32(C)
Humidity range: 20% to 80%, non-condens-
ing

Fax Specifications

Transmission speed 6 seconds per page (CCITT Document
#1; 14,400 bps, standard resolution)

Memory 23 pages (CCITT Document #1, stan-
dard resolution)

Speed dialing 94 individual entries; 5 group entries

Group dial One-time transmission and pre-pro-
grammed

Distinctive ring detection Up to three different ring patterns

& 06 ® ® ©
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c==> Fax Specifications

(Continued )

Security

Confidential send and receive

Resolution

300 x 300 dpi

Document sizes
(for document tray)

Letter: 8.5x11 in (216x279 mm)
Legal: 8.5x14 in (216x356 mm)
A4: 8.3x11.7 in (210x297 mm)

Document tray capacity

20 pages

Modem speed

14400, 9600, and 4800 bps

Comepatibility

CCITT Group 3, Error Correction Mode

Data compression

MH, MR, and MMR

Unprintable area
(Incoming faxes)

Top, left, and right margins: 5 mm
Bottom margin: 10 mm with high
capacity ink jet cartridge; 12.7 mm with
color print head with black ink cartridge

® e ©
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c==> Printer S pecifications

Technology Thermal ink jet drop-on-demand

Comepatibility Windows 3.1/3.11, Windows 95, DOS

Print speed Black and white High capacity ink jet cartridge:
Up to 6 pages per minute
Color print head with black ink cartridge: Up to
4 pages per minute
Color: Up to 1 page per minute

Resolution Black and white: 600 x 600, 600 x 300, and

300 x 300 dpi
Color: 600 x 600 and 300 x 300 dpi
Fax (black and white only): 300 x 300 dpi

Media sizes (for
C==3 papertray)

Letter: 8.5x11 in (216x279 mm)
Legal: 8.5x14 in (216x356 mm)

A4: 8.3x11.7 in (210x297 mm)

U.S. card stock: 4x6 in, 5x8 in

U.S. No. 10 envelope: 4.12x9.5 in
European DL envelope: 110x220 mm

Paper tray capacity

150 sheets of paper, 20 Ib (75 g/m?)
10 sheets of transparency film
10 envelopes

Printer output tray
capacity

50 sheets of paper, 20 Ib (75 g/mz)

Emulation

PCL3c

& 06 ® ® ©
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€==> Printer S pecifications (Continued )

Resident fonts

Courier (portrait and landscape)
Pitch: 5, 10, 16.67, 20 cpi

Point size: 6, 12, 24 pt

Univers (portrait and landscape)
Pitch: Proportional

Point size: 6, 12, 24 pt

CG Times (portrait and landscape)
Pitch: Proportional

Point size: 6, 12, 24 pt

Character Sets

HP PC-8, HP Roman-8, PC-8 Dan/Nor ISO 21,
PC-850, ECMA-94 Latin 1 1SO 8859/1, Ger-
man I1SO 21, French ISO 69, Italian 1SO 15,
Spain ISO 17, Swedish Names ISO 11, Swed-
ish ISO 10, Norwegian 1 1SO 60, Norwegian 2
ISO 61, Portuguese ISO 16, UK ISO 4, ANSI
ASCII ISO 6, HP-Legal, ISO IRV ISO 2, HP
PC-852, Latin 2 ISO 8859/2, Latin 51SO 8859/
9, HP PC-8 Turkish, Cyrillic 3R, Cyrillic 10N

Unprintable area
(PC printing)

Top, left, and right margins: 5 mm
Bottom margin: 12.7 mm

& 06 ® ® ©
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Copier Specifications

Copy speed Up to 3 pages per minute

Multiple copies Up to 99 copies of multi-page originals

Resolution 300 x 300 dpi

Image quality Normal: Bi-level and 4 levels of gray
Halftone: Error diffusion (10 perceptible levels
of gray)

Contrast Normal, lighten, darken, photo-normal, photo-
lighten, photo-darken

Reduction 100% to 75%, in 5% increments

Enlargement 125% and 150%

Collation Yes, user selectable

Paper sizes (for
document tray, 20
sheets maximum)

Letter: 8.5x11 in (216x279 mm)
Legal: 8.5x14 in (216x356 mm)
A4: 8.3x11.7 in (210x297 mm)

Unprintable area
(Copying)

Top, left, and right margins: 5 mm

Bottom margin: 10 mm with high capacity ink
jet cartridge; 12.7 mm with color print head with
black ink cartridge

& 06 ® ® ©
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Scanner S pecifications
Scanner speed 10 seconds per page
Resolution 300 x 300 dpi
Compatibility TWAIN-compliant
Scanto PC 300 x 300 and 200 x 200 spi, single-bit, uncom-

pressed, compressed MH
300 x 300 and 200 x 200 spi, 4-bit, uncom-
pressed

& 06 ® ® ©
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e==> Keypad Character Assignments Intro

Alphabetic characters and symbols are assigned to the keys___.
on the numeric keypad, which enables you to enter wordg
at the control panel. For example, if you are adding a

Phonebook entry at the control panel, you can enter the
name that you want to assign to the speed dial number. |

This appendix includes the keypad character assignments
for North and South America, and Europe.

Install
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Keypad character assignments for North and
South America

The following table shows the characters assigned to eac]
numeric key for North and South America. Press the

appropriate key several times until the character you want
displays on the control panel LCD.

Assi gned characters
(North and South America )

iBCZabcAAA(}ééaég
DEF3defEéeécece
GHI4ghilTiti

JKL5 kI

A
(¢))
<

7 A ~ ~ 7 ~ Y ~

PQRS7pqrs
TUVS8tuvUUDU U
WXYZ9wXyz

P2 () *+$% & {}((
O,-./:;,=2[]1(_
# @ space

*©O 00 N O O & W N

H* O

@

© © e ® @ ©
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c==o Keypad character assignments for Europe

numeric key for Europe. Press the appropriate key severa
times until the character you want displays on the control

panel LCD.
Key Assigned characters (Europe)
1 1AAAAAAAE 4444448
2 ABC2abc((C((((c((
3 DEF3def( (E(E ((((&e&éé/((
4 GHI4ghilTiliiii
5 JKL5jkI((
clay 6 MNOG6mMNoN((660608@nA((0606

7 PQRS7paqrs(

8 TUVS8tuv((UUUUU((UUGu
9 WXYZ9wxyz ((

* P () *+$% & {} ((

0 O,-.7:;=2[1c_C€((

# space # @

& 06 ® ® ©
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Chapter 2
Installation, setup and
maintenance

Connecting the telephone lines

Connecting the power and parallel cables

Using the Setup Wizard to select your fax options
Customizing the Control Panel

Changing the control panel default settings
Maintenance Procedures

Cleaning a color print head or high capacity ink jet

cartridge
Installing a high capacity (black only) ink jet cartridge

Installing the color ink cartridges

Installing a color print head

Replacing the automatic document feed pad
Cleaning the WorkCentre

intro

Install

Copy




[—
36

e==> Connecting the telephone lines Intro

There are three telephone line jacks at the rear of the N
WorkCentre. To connect the telephone lines properly,

decide how you will use the WorkCentre and then follow j,csan
the appropriate steps.

| will receive fax calls only on the telephone line —_—
(dedicated fax machine).

Insert one end of the telephone cord supplied with the
WorkCentre into th&.ine jack at the rear of the

WorkCentre, and insert the other end into your et
telephone wall plug.

FIIFISTIS.
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| will receive both fax and voice calls on the telephone
line, and | will not use an answering machine.

1.

Insert one end of the telephone cord supplied with the
WorkCentre into thé&ine jack at the rear of the Work-
Centre, and insert the other end into your telephone

wall plug.

Insert your telephone’s cord into thel 1 jack at the
rear of the WorkCentre.

Intro

Install




38

| will receive both fax and voice calls on the telephone
line, and | will use an answering machine.

Insert one end of the telephone cord supplied with the*~——

1.

WorkCentre into thé&ine jack at the rear of the Work-
Centre, and insert the other end into your telephone
wall plug.

Insert your answering machine’s cord into Teé?2

jack at the rear of the WorkCentre. If your answering
machine does not include a telephone, connect your
telephone to the answering machine.

FIIZIISEE
IXPESITEEE:

Hint: Be sure to set your
WorkCentre “answer mode”
to “answering machine”

RO 06 @ @ ®
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| also want to use a data modem with my PC and Intro
WorkCentre 450c.

Use a phone cord “Y” cable, or splitter at the wall jack. *~—
A splitter has one connector that plugs into your wall
jack, and two jacks that accept phone cables. Install

Connect a phone cord from your modem’s Line jack to
one jack on the Y cable, and another phone cord fromgr———
the WorkCentre's Line jack to the other jack on the Y
cable. Plug the Y cable connector into your wall jack.

Note Be sure your data modem is not set to “auto I
answer”, otherwise it may answer incoming calls
before the WorkCentre 450c. See your modem’s
documentation for more information.

RO 06 @ @ ®
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Connecting the power
and parallel cables

Intro

e

The WorkCentre 450c includes a parallel cable and a power
cord. The parallel cable connects the WorkCentre to your justai

PC and the power cord connects the WorkCentre to an

electrical outlet.

£ I\“J ;.
R 233
N ggg —
- s
as8
Soa
30‘
aqg
Taaday

Power
cord to a

grounded />‘
electrical
outlet

Parallel cable connects the WorkCentre
to a free parallel (printer) port on
your PC

Note Before connecting the cables, make sure your
PC is turned Off.
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c==> 1. Attachthe parallel cable to the parallel port at the rear
of the WorkCentre, securing it with the wire clips, and
then to a free parallel (printer) port on your PC.

2. Attach the power cord to the power connector at the
rear of the WorkCentre.

3. Plug the cord into a grounded electrical outlet.]

Note In the United States and Canada, use a UL listed an
CSA labeled detachable power cord, 3-conductor, 18
AWG, SJT or SVT type, plug grounding type parallel

WorkCentre. Make sure the electrical outlet is near the
WorkCentre and easily accessible.

€= The power cord is used as the main disconnect device.

RO 06 @ @ ®
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blade, cord connector body IEC 320 style to connect to the
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e==0 USsing the Setup Wizard to select
your fax options

The Setup Wizard helps you select basic options for

fax options.
Note FCC and Communications Canada regulations

1. Turn on your PC.
2. Do oneof the following:
* |In Windows 95, double-click the WorkCentre icon

e

the upper left corner and then click Setup Wizard.
* In Windows 3.1 or 3.11 double-click the

button and then click Setup Wizard.

options you want.

=
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require you to enter the WorkCentre’s fax number. Make
sure you provide the number before using the WorkCentrg:—

on the taskbar. Click the WorkCentre icon located in

3. Follow the instructions on your screen to select the faxq

Intro

e

sending and receiving faxes. You may have run the wizard/nstall
after you installed your software to select your fax options.
You can run the Setup Wizard at any time to change your———

WorkCentre icon on the desktop with the left mouse|

—




|
43

e==a Customizing the Control Panel Intro
After you've been using the WorkCentre for a while, you
may want to change the control panel’s default settings. For
example, you can specify the types of sounds the Install
WorkCentre makes and the settings for some of the keys on
the control panel.

c—>

C-—- _ _
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c==o Changing the control panel default settings

2.

Specifies language
used to display menus

Defines sounds to activate

and volume levels

Sets defaults for
control panel keys

Automatic ally collates
copies

Returns options to their
default settings

1. Atyour PC, double-click the WorkCentre icon.
In the WorkCentre Status window, click Settings.
3. Click the Panel tab.

Fax ln I Fax Routing I Faw Out | Phone Line
Reportz | Phornebook I Mailbox ~ Panel I Setup/Comm
Language Y IEninsh j
— Sounds

Molume ¥ &larm sound

L

PR - MD;_zlium [~ Button sound
" High ¥ Listen ta dial
— ken defaults

Reszolution I gtandard j
Contrast I rormal j
Size EZ =l
Bauze Ipause anly j

[~ Caollate copies

/

Fiestore defaults |

o |

Cancel |

Apply |

Help
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c==> 4. Change the defaults for any of these options: Intro

=

Language

Sets the language used to display the menus on the
WorkCentre’s LCD. The options vary, depending on
the country in which you reside. Install

Volume

Sets the volume level for the alarm, button, and dial
tone sounds. Options drew, Medium, andHigh.

Alarm sound

Sounds an alert tone when an error occurs. e
Button sound

Activates a sound each time you press a key.
Listen to dial

Activates an audible dial tone at the start of a call.
Resolution

Sets the sharpness of the outgoing faxes. Options ate
standard (200 x 100 dpi)fine (200 x 200 dpi), and f——
superfine (300 x 300 dpi).

e

e
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Contrast

Adjusts the lightness and darkness of your copies
and outgoing faxes. Options dighten, normal,
darken, photo lighten, photo normal, andphoto
darken.

Size
Reduces or enlarges copies by the percentage you
choose. Options a@h%, 100% (same size)
enlarge 125% enlarge 150% 75%, 80%, 85%,
and90%.

Pause

Defines how th& AUSE key is used. Options are
pause onlyanddial options. Pause onlyinserts a
timed interval in a dialing sequend&al options
lets you enter a pause, enter a charge code, and
switch to touch-tone dialing if your telephone is set
to pulse (rotary) dialing.
You define the pause length on the Phone Line
property page

Collate copies

Arranges, in sequential order, multiple copies of the
same document.

RO 06 @ @ ®
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5. Doone of the following:

» Click OK to change the options at the WorkCentre
and close the WorkCentre Settings window.

» Click Apply to change the options at the
WorkCentre and keep the WorkCentre Settings
window open.

Note To use the factory defaults, click the Restore
Defaults button.

Maintenance Procedures

To keep your WorkCentre in good operating condition, you
need to perform periodic maintenance tasks.

Cleaning a color print head or high capacity ink jet
cartridge

When you notice streaks or lines on your printed pages, yo
should clean the color print head or high capacity ink jet
cartridge. If cleaning the head or cartridge two or three
times does not improve your print quality, then you should
replace the color print head or high capacity ink jet
cartridge.

RO 06 @ @ ®
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1. Atthe WorkCentre 450c, press tGARTRIDGE key
twice to display [clean] on the LCD.

2. Pres€NTER.
A message displays on the LCD while the WorkCentre

Intro

e

is cleaning. When cleaning is complete, you can run a /nstall

printer test to check

your print quality.

Press thENU key.

Press$ [Printer] andENTER.

Pres$ [Make test print] andENTER.

Check the test print. If you notice breaks in the ink
coverage, clean the color print head or high capacity
Ink jet cartridge again.

o Ok w
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Installing a high capacity (black only) ink jet
cartridge

Intro

The WorkCentre 450c¢ Status window on your PC includes™

an ink level gauge which indicates your ink supply. When
the ink supply runs low, the WorkCentre displays a

Install

message in the WorkCentre 450c Status window and on the

control panel LCD. If your print quality is good, press the
START key on the control panel and continue using the ink
jet cartridge.

If you need to replace the high capacity ink jet cartridge,
use the following procedure. You can also use the
procedure to install an ink jet cartridge for the first time,
and to reinstall a previously used ink jet cartridge when
changing from color to black-and-white printing.

Note If you run out of ink while printing faxes or
documents stored to memory, any pages printed
before you change the ink cartridge are lost.

1. Atthe WorkCentre 450c, press the CARTRIDGE key
to display [change] on the LCD.

RO 06 @ @ ®
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= 2. Press ENTER. Intro

The WorkCentre moves the high capacity ink jet
cartridge to the center of the printer so you canyou “~——
remove it.

, . . : Install
Note If the high capacity ink jet cartridge does not

move to the center of the printer, unplug the
WorkCentre’'s power cord, wait a few seconds, and
then reconnect it.

e

3. Remove the document tray and open the printer covel.
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c==> 4. Pullthe green carriage lock lever forward and remove| /ntro

=

the cartridge.

Install

e\ —

\\K
Note If you are changing from color to black-and- S
white printing, place the color print head in the print
head storage box. This prevents the ink from drying
out and clogging the ink jets.
5. Ifyou are installing a new cartridge, remove the ink jet
cartridge from the box, peel back the foil cover, and lift
out the cartridge. Remove the green nozzle protector
tab and the tape from the cartridge. ,
® @ 60 & @
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c==o 0. Withthe green carriage lock lever still in the forward
position, install the cartridge by aligning the hole in the
cartridge with the green post on the printer carriage.
Gently lower the cartridge into position.

Intro

e

Install

e
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7. Push the green carriage lock lever backward to securg intro
C—2 :
the cartridge. Do not force the lever backward.

e

Install

e

8. Close the printer cover and replace the document trayj
€<= 9. Do one of the following:

 |f you installed a new high capacity ink jet cartridge,
pressSTART. |

» If you reinstalled a previously used high capacity
ink jet cartridge, presSTOP.

The cartridge returns to the home position (far left side of|
printer) and the WorkCentre cleans the cartridge. After a
few moments, the printer returns to normal print mode.

If the cartridge does not return to the home position, try
removing and reinstalling the ink jet cartridge. PR

=
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Installing the color ink cartridges

For color printing, the WorkCentre uses four ink cartridges:
magenta, cyan, yellow, and black. The four cartridges are
housed in the color print head. You can replace individual
ink cartridges as needed.

The WorkCentre 450c¢ Status window on your PC includes
iInk level gauges which indicate the ink supply in each

cartridge. When the ink supply runs low in a cartridge, the
WorkCentre displays a message in the WorkCentre 450c
Status window and on the control panel LCD. You should

Intro

e

Install

e

replace the black ink cartridge as soon as possible to ensufe—

your incoming faxes will continue to print.

Note If you run out of ink while printing faxes or
documents stored to memory, any pages printed
before you change the ink cartridge are lost.

Caution Keep the ink cartridges out of the reach of
children. Do not get the ink near your eyes or mouth.

1. Atthe WorkCentre 450c, press the CARTRIDGE key
to display [change] on the LCD.

2. Press ENTER.
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The WorkCentre moves the color print head to the
center of the printer so you can access the color ink

cartridges.

Note If the color print head does not move to the
center of the printer, unplug the WorkCentre’s power
cord, wait a few seconds, and then reconnect it.

Intro

e

Install

3. Remove the document tray and open the printer covell.

4. With the color print head installed in the printer,
remove the empty ink cartridge from the color print

head by lifting it up and out.
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Remove the new ink cartridge from its package.
Slowly remove the protective strip from the cartridge
in the direction of the arrow.

Note Do not touch the uncovered hole in the ink
cartridge, as ink will get on your hands.

6.

Insert the ink cartridge into the correct location on the
color print head as shown. The ink cartridges and
corresponding locations are color coded and
numbered.

& 06 ® ® ©
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7. Snap the ink cartridge into position.

Caution Do not force the ink cartridge into the print

head.

8. Close the printer cover and replace the document trayj

9. Pressth&TART key.

& 06
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The color print head returns to the home position (far left
side of printer) and the WorkCentre cleans the head. Afte
a few moments, the printer returns to normal print mode.

If the color print head does not return to the home position
try removing and reinstalling the head.

Installing a color print head

The WorkCentre displays a graphic in the WorkCentre
450c Status window on your PC and a message on the
control panel LCD when itis time to install a new color

print head. The color print head is the black plastic housing

that contains the color ink cartridges. You can reuse the
same ink cartridges if they still contain ink.

Use the following procedure to replace the color print head

You can also use the procedure to install a color print hea

for the first time, and to reinstall a previously used color

print head when changing from black-and-white to color

printing.

1. Atthe WorkCentre 450c, press tGARTRIDGE key
three times to display [replace color head] on the LCD

RO 06 @ @ ®
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= 2. Pres€ENTER. Intro
The WorkCentre moves the color print head to the
center of the printer so you can you remove it. —
Note If the color print head does not move to the Install

center of the printer, unplug the WorkCentre’s power
cord, wait a few seconds, and then reconnect it.

e

3. Remove the document tray and open the printer covel.

4. Pull the green carriage lock lever forward and remove
the color print head.
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€<= Note If you are changing from black-and-white to
color printing, place the high capacity ink jet cartridge
in the print head storage box. This prevents the ink
from drying out and clogging the ink jets.

5. Ifyou are installing a new color print head, remove the
color ink cartridges from the print head.

Intro

e

Install

e
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c==o 0. Insertthe ink cartridges into the new print head as

are color coded and numbered.

shown. The ink cartridges and corresponding locations

intro

—

Install
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c==a /. Reinstallthe print head by aligning the hole in the print| ntro
head with the green post on the printer carriage. Gentl
lower the print head into position.

Install

e
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c==5 9. Pushthe green carriage lock lever backward to secur¢ ntro
the print head. Do not force the lever backward.

e

Install

e

9. Close the printer cover and replace the document tray} copv
10. Do one of the following:

* If you installed a new color print head, press S
START.

 If you reinstalled a previously used color print head,
pressSTOP.

& 06 ® ® ©
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c==o Ihe color print head returns to the home position (far left | /tro

=

side of printer) and the WorkCentre cleans the head. Afte

a few moments, the printer returns to normal print mode

. Srrrrrrr—r———

If the print head does not return to the home position, try

removing and reinstalling the head.

Replacing the automatic
document feed pad

The WorkCentre displays a graphic in the WorkCentre

Install

e

450c Status window and a message on the control panel pF——

LCD when it's time to replace the automatic document feec

(ADF) pad. Changes in paper feeding performance also

indicate that you should replace the ADF pad. The ADF pad

allows a single page to be scanned while any remaining
pages stay in the document tray.

To order an ADF pad:
* |n the United States, call 1-800-822-2200.

* In Canada, call 1-800-668-0199 (English) or
1-800-668-0133 (French).

1. Atthe WorkCentre 450c, press ti&ENU key.
2. Pres$ [Setup] ancENTER.
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Pres® [Maintenance] an&ENTER.
Pres€ENTER to select [Replace ADF pad].

o bk

back side of the scanner cover.

& 06 ® ® ©

Intro

Open the scanner cover. The ADF pad is located onthe

Install

e




c==o 0. Squeeze the two sides of the plastic housing that hold

the pad and remove the housing with the pad.

66
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c==a /. Replace the ADF pad by inserting the plastic tabs on | mtro
the housing into the slots in the back side of the
scanner cover and snapping the pad into place. —
Install
c—>
8. Close the scanner cover. .
9. Do one of the following:
» |f you installed a new ADF pad, press START.
 If you reinstalled a previously used ADF pad, press }—.
STOP.
C-—-
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e==> Cleaning the WorkCentre Intro

Dirt and dust can accumulate in the WorkCentre, which can—,
cause paper misfeeds. When frequent misfeeds occur, you
should clean the paper exit and automatic document feed ,csan
rollers. Use a lint-free cloth dampened with water to clean

the rollers.

1. Remove the document tray and open the printer COVGII.

2. Open the paper exit roller cover.
| ==
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c==o 3- Wipe the paper exit rollers.

=2

Paper exit rollers

corner latches into place.
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Close the paper exit roller cover firmly to snap the

Close the printer cover and replace the document trayj
6. Open the scanner cover.

Intro

Install
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7. Wipe the rollers located on the back side of the scanngr intro
cover and opposite the back side of the scanner cover

8. Wipe the white plastic platen cover located under the *~——
two white rollers.

Install
ADF rollers
Platen cover .
9. Close the scanner cover.
e 6 @ @




71

== Chapter 3 fntro
Fax Operations -

Sending a Fax

Changing fax settings before sending a fax
Sending a fax to more than one fax number
Sending a fax at a later time Fax
Using a confidential charge code when sending a fax

Switching from pulse to touch-tone dialing during a dialing r——

sequence
&= Combining several numbers during a single dialing

seguence
Faxing long documents

Sending confidential faxes Copy
Faxing documents from your PC
Changing the default settings for sending faxes SE—
Changing telephone line dialing options
Using a document carrier

More entries on the following page... P

=2
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Creating a phonebook of speed dial entries
Creating an individual speed dial entry
Creating a group speed dial entry

Editing a speed dial entry

Deleting speed dial entries

Saving a Phonebook file to your PC
Opening a Phonebook file

Printing a Phonebook of speed dial entries
Receiving Faxes

Receiving an incoming fax

Receiving a fax to memory

Printing a fax stored to memory

Manually receiving a fax

Receiving confidential faxes in mailboxes

Retrieving your faxes and printing them on another fax

machine
Automatically forwarding your faxes

Distributing copies of your faxes to a Phonebook group

& 06

More entries on the following page...
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c' 5 Retrieving documents from another fax machine to the
WorkCentre

Receiving faxes to your PC

Changing the default settings for receiving faxes
Changing telephone line answer options
Changing the fax in options

Checking the status of your fax jobs

Canceling a fax job

& 06 ® ® ©
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You send a fax at the WorkCentre using the keys on the
control panel. By default, the WorkCentre uses standard

74

== Sending a Fax

resolution and normal contrast.
When sending a fax, you can use the following dialing

methods:

Direct dial
Speed dial

Manual dial

Enter the fax number using the numeric keypad.

Press SPEED DIAL and enter the speed dial num-
ber. To use speed dial, you need to create a
Phonebook.

If your telephone is connected to the WorkCentre,
dial the fax number using the telephone handset.

Note Make sure the document you want to fax is free
of rips, wrinkles, folds, staples, paper clips, and sticky

notes.

At any time before sending the fax, you can pres&Xia/
CLEAR key to remove the document from the

WorkCentre.

1. Atthe WorkCentre 450c, load up to 20 pages face
down in the document tray.

R 06
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2. Doone of the following:
» Using the numeric keypad, enter the fax number.

» To change the fax number, press th#T
ARROW key to move the cursor to the left, press
theRIGHT ARROW key to move the cursor to the
right, and press tHeXIT/CLEAR key to delete a
highlighted number.

* PressSPEED DIAL and enter the speed dial
number.

Note Depending on your phone system, you may
need to enter a prefix (for example, 8 or 9) and press
the PAUSE key to add a timed interval before entering
the fax number.

3. PressSTART.

The WorkCentre dials the fax number, sends the fax, and

sounds a confirmation beep when the transmission is

complete. By default, the WorkCentre prints a report if the

fax could not be sent.

To cancel the transmission before the WorkCentre sends

the fax, press thBTOP key and then thENTER key.
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Changing fax settings before Intro
sending a fax

Before sending a fax, you can change the contrast and
resolution of your document. You can also choose to
include the cover page the WorkCentre provides, and prin[

a confirmation report after the fax is sent.

You change fax settings using the keys on the WorkCentre
control panel. The settings you change affect the fax you Fax
are sending. After the fax is sent, the WorkCentre returns to

its default settings. SEmm—

Note At any time before sending the fax, you can
press the EXIT/CLEAR key to remove the document
from the WorkCentre. ,_‘

1. Atthe WorkCentre, load up to 20 pages face down in
the document tray.

2. To include a cover page with the fax, press the
COVER PAGE key to display [yes] and then press
ENTER.
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c==o 3. To printa confirmation report after the fax is sent,

=

press theCONFIRM key to display [yes] and then
pressENTER.

4. Press th€ ONTRAST key several times to switch

among these options:

Normal For documents with good dark and light values.
Lighten For documents that are too dark.
Darken For documents that are too light.

Photo normal For photographs and documents that contain
different shades of gray.

Photo li ghten For photographs and grayscale documents
that are too dark.

Photo darken For photographs and grayscale documents
that are too light.

When you choose a photo setting, the WorkCentre
automatically sets the resolution to fine if it was
previously set to standard.

5. Press th®@ESOLUTION key several times to switch

among these options:

Standard 200 x 100 dots per inch.
Fine 200 x 200 dots perinch.
Superfine 300 x 300 dots perinch.
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Note Fine and superfine assure you of a better quality
fax. However, the fax transmission time is longer,
which may increase your telephone cost. Generally,
standard resolution is good for documents with font
sizes of 10 points and larger; fine and superfine
improve readability of documents with font sizes
smaller than 10 points.

6. Dogne of the following:
» Using the numeric keypad, enter the fax number.

To change the fax number, pressitb#T

ARROW key to move the cursor to the left, press
theRIGHT ARROW key to move the cursor to the
right, and press thHeEXIT/CLEAR key to delete a
highlighted number.

* PressSPEED DIAL and enter the speed dial
number.

7. PresSTART to begin the fax transmission.

8. Ifyou chose to include a cover page with your fax,
enter the number of pages in the document and then
pressENTER.

To cancel the transmission before the WorkCentre sends
the fax, press th8TOP key and then thENTER key.
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Sending a fax to more than one fax
number

You can send the same fax to more than one fax number

You can use a combination of both direct and speed dialing.

Note If you routinely send faxes to the same group of
fax numbers, you can create a group entry in your
Phonebook. Then you can use the SPEED DIAL key
to send the fax quickly to the group of fax numbers.

1. Atthe WorkCentre 450c, load up to 20 pages face
down in the document tray.

2. Doone of the following:
» Using the numeric keypad, enter the fax number.

To change the fax number, pressitb#T

ARROW key to move the cursor to the left, press
theRIGHT ARROW key to move the cursor to the
right, and press tHEXIT/CLEAR key to delete a
highlighted number.

* PressSPEED DIAL and enter the speed dial
number.

RO 06 @ @ ®
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Casy 3 PresENTER.
4. Repeat step 2 to enter the next fax number.
5. Doone of the following:

e PresENTER and enter another fax number. The
maximum number of entries is ten.

* PressSTART to begin the fax transmission.

Sending a fax at a later time

take advantage of the lower telephone rates available
€<= during certain time periods.

1. Atthe WorkCentre 450c, load up to 20 pages face
down in the document tray.

2. Press th&1ENU key.
3. Pres€NTER to select [Fax job].
4. Pres2 [Dial later] andENTER.
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You can set up a fax at the WorkCentre and have it sent at
a later time. You might want to delay a fax transmission tof
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5. Using the numeric keypad, enter the time.

To change the time, press thEFT ARROW key to
move the cursor to the left, press RIEHT ARROW
key to move the cursor to the right, and pres&ikg/
CLEAR key to delete a highlighted number.

6. If you are using a 12-hour clock, préd&HT
ARROW to switch between am and pm.

7. Pres€NTER.
8. Enter the fax number and pré&SEART.

The WorkCentre stores the document to memory until it
sends the fax at the specified time.

Note If your document remains in the document tray,
the Always send from memor y option is not selected
on the ControlCentre’s Fax Out property page. To
select the option, see “Changing the fax out options”
later in this chapter.
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Using a confidential charge code
when sending a fax

Depending on your telephone system, you might need to

use a charge code when sending a fax to a number outside

Intro

your local area. A charge code could be your calling card
number or some other number your long-distance service
provides. To keep the charge code confidential, the

S

WorkCentre does not display the code on the control panel Fax

LCD or print the code on any reports.

Note Ifyou frequently send faxes to a fax number that
requires a charge code, you can create an individual
speed dial entry in your Phonebook that includes your
charge code. Using speed dialing, you can quickly
enter both the fax number and charge code with the
press of one key.

1. Atthe WorkCentre 450c, press tii&ENU key.
2. Pres$ [Setup] ancENTER.

3. Pres¥ [Control panel] andENTER.

4. Presgl [Pause key] anBENTER.
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Ca=n ©°- PresfKIGHT ARROW to display [dial options] and

=

6.
7.
8.

ENTER.
The WorkCentre sounds a confirmation beep.
PressSTOP to exit the menus.

Load up to 20 pages face down in the document tray.

Enter the fax number.

Note Ifyou need toadd a pause (timed interval) in the

fax number, press PAUSE and then ENTER. A
comma displays for each pause you add.

9. When you need to enter a charge code, press the

PAUSE key to display the dial options menu.

Dial options
pause

10. PresKRIGHT ARROW to display [charge code] and

11. Enter the charge code. A dollar sign ($) displays for

ENTER.

each number in the charge code. The dollar signs

display after the fax number.
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c==a 12.When you are done entering the charge code, press
PAUSE. Any additional numbers you might enter will
display on the LCD.

13. Do one of the following:
* PressSTART to begin the fax transmission.

 PresENTER, add another fax number, and then
pressSTART.

Note After the fax is sent, you may want to change
the PAUSE key setting to pause onl y. Repeat steps
1 through 5 and choose pause onl y in step 5.
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e==0 SWitching from pulse to touch-

tone dialing during
a dialing sequence

If your phone line uses pulse (rotary) dialing, you can

switch from pulse to touch-tone dialing when sending a fax

Intro

Depending on your telephone system, you may need to use
touch-tone dialing to enter the access number for your Iong-
distance service. Fax

To switch from pulse to touch-tone dialing, you need to

change thé?’AUSE key setting fronpause only(the

default) todial options. This procedure describes how to

change thé?AUSE key setting.

1.

a bk wn

6.

At the WorkCentre 450c, press t&ENU key.
Pres$ [Setup] ancENTER.

Press [Control panel] and ENTER.

Presgl [Pause key] and ENTER.

PresKRIGHT ARROW to display [dial options] and
ENTER.

The WorkCentre sounds a confirmation beep.
PressSTOP to exit the menus.

RO 06 @ @ ®




)

86

7. Load up to 20 pages face down in the document tray.
8. Begin dialing the fax number.

9. When you need to switch to touch-tone dialing, press
the PAUSE key to display the dial options.

10. Press th& IGHT ARROW key twice to display [tone
dialing] and then predSNTER. The letter “T”
displays on the LCD, which indicates that the next
number you enter will use touch-tone dialing.

11. Enter the next fax number.
12. Do one of the following:
* PressSTART to begin the fax transmission.

 PresENTER, add another fax number, and then
pressSTART.

Note After the fax is sent, you may want to change
the PAUSE key setting to pause onl y. Repeat steps
1 through 5 and choose pause onl y in step 5.
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e==> Combining several numbers Intro
during a single dialing sequence

You can combine a fax number, speed dial numbers, and
access numbers during a single dialing sequence. For
example, you may have created a speed dial number for
your long-distance service and another speed dial numbelF——-
for your charge code your company provides. You could

dial all the numbers at one time to send a fax to a number Fax
that requires the long-distance service.

1. Atthe WorkCentre 450c, load up to 20 pages face
down in the document tray.

&= 2. To enter the first number, doe of the following:
» Using the numeric keypad, enter the number.
* PressSPEED DIAL and enter the speed dial

number.
3. PresfREDIAL to add another number.
4. To enter the next number, doe of the following: —

» Using the numeric keypad, enter the number.

* PressSPEED DIAL and enter the speed dial
number.

=
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5. Repeat steps 3 and 4 to until you've entered the
complete number.

6. PressSTART.

Faxing long documents

If the document you want to fax is longer than 40 inches,
you must use the WorkCentréomg original feature. This
feature lets you fax a long document without causing a
paper jam or an error condition. After you've faxed the
document, the long original feature is turned off.

If you do not use the long original feature to fax a long
document, the WorkCentre stops scanning the document
and sounds an alarm. Press $#1&ART key to continue
scanning the document.

1. Atthe WorkCentre, load up to 20 pages face down in
the document tray.

PressMENU.

Pres€ENTER to select [Fax job].

Pres$ [Advanced] andcENTER.

Pres€£NTER to select [Long original].
PresfKRIGHT ARROW to display [yes] an&ENTER.
Enter the fax number and then prE3ART.
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Sending confidential faxes

To keep faxes confidential, you can fax them to a mailbox

on a remote WorkCentre, or you can store them to memory

on your WorkCentre. This allows the fax recipient to
retrieve and print the fax when needed.

Intro

1

Sending a fax to a mailbox on a remote
WorkCentre

A WorkCentre 450c can provide up to five mailboxes to
which you can send faxes. To send a fax to a mailbox on
another user’s WorkCentre, a telephone must be connecte
to your WorkCentre, and you need to know the remote
user’s mailbox number. After sending the fax, itremains in
the mailbox until the recipient prints it.

See “Receiving faxes,” later in this chapter to learn how toj

create and use mailboxes on your WorkCentre.

1. Atthe WorkCentre 450c, load up to 20 pages face
down in the document tray.

2. Using the telephone connected to your WorkCentre,
lift the handset and dial the fax number.

After the remote WorkCentre answers, you hear a fax
tone sequence.
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3. When you hear a pause in the tone sequence,#press

and wait for three confirmation tones. Intro
4. Press*1# and the mailbox number.
5. Presst#.

For example, the complete key sequence is as follows
#*1#mailbox numbe##

6. After you hear three confirmation tones, press s
START.

7. Hang up the telephone. Fax

Note You can send the fax to more than one mailbox S—

on the same WorkCentre by separating each mailbox
number with the # character. For example, you would
press the following keys to send a fax to mailboxes 1
and 2. #**1#1#2##.
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Storing documents to memory for retrieval by a
remote fax machine

Intro

You can store a document to the WorkCentre’s memory t¢———

have another fax machine retrieve it later. This capability,
calledbeing polledor poll out, lets another fax user choose
when to retrieve the document.

1. Atthe WorkCentre 450c, load up to 20 pages face
down in the document tray.

At the control panel, preS&TART.
PresKRIGHT ARROW to display [Be polled].
Pres€ENTER.

Doone of the following:

 |f you will not require the remote user to enter a
password, pred&sSNTER.

« If you will require the remote user to enter a
password (for security), preB3GHT ARROW and
ENTER. Type the password and présNTER.
Inform the remote user of this password.

6. PressSTART.

See “Retrieving documents from another fax machine to
the WorkCentre” later in this chapter for information on
how to retrieve a document to the WorkCentre.
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Faxing documents from your PC

Intro

The WorkCentre 450c provides a CCITT-compatible Clasy—.

2 interface for sending and receiving fax documents using
your PC. To use the WorkCentre as a fax modem for youl
PC, a fax application must be installed on your computer.

If you are running Windows 95, you can install Microsoft \——,

Fax or Symantec Winfax Pro 7.5. If you are running
Windows 3.1/3.11, install Symantec WinFax Lite 4.0
(provided with the WorkCentre 450c) or Symantec WinFax
Pro 4.0.

When sending faxes, you can fax a paper document from
the WorkCentre, or an electronic document using your
PC'’s fax software.

Setting up Microsoft Fax to send faxes
from your PC

Before you can fax a document using Microsoft Fax, you
need to set up the WorkCentre 450c¢ as your fax modem.

1. Click the Start button, point to Programs, and then
click Microsoft Exchange. The Inbox window for
Microsoft Exchange opens.
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2. Click Tools, point to Microsoft Fax Tools, then click
Options.

3. Click the Modem tab.
4. Inthe Available Fax Modems box, click Xerox

WC450c Class 2 Fax Modem and then click the Set a$

Active Fax Modem button.

Note The WorkCentre 450c¢ supports MR
compression. However, the Enable MR compression
option in the Microsoft Fax Advanced dialog box does
not work.

5. Click OK.
6. Inthe Inbox window, click File and then click Exit.

Sending a fax using Microsoft Fax
You fax a document directly from the software application
you used to create it.

1. Open the document in your software application. For
example, open a document in Microsoft Word.

2. Click the application’s File menu and then click Print.

3. Inthe Name box, select Microsoft Fax and then click
OK. The Compose New Fax wizard opens.
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c==a 4. Usethe Compose New Fax wizard to specify the fax
information and send the fax.

Note If you experience problems using your current
version of Microsoft Fax, you can download Windows
Messenging (a newer version of Microsoft Exchange)
from the Microsoft Web site:

http://www.microsoft.com
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e==2 Changing the default settings for
sending faxes

Using the ControlCentre software on your PC, you can
easily change the default settings for sending faxes. The
WorkCentre 450c is configured with the following factory
defaults for sending faxes:

Option Default setting
Fax Out Add cover page No
Options Include send header Yes
Include cover page and send hea No
Retry failed faxes Yes
Always send from memory Yes
c . 2 If memory fills Continue fax job
Setup/Comm Fax number User specified
Options Name User specified
Date format MM/DD/YY
Time format 12-hour
Maximum fax speed 14400 bps
ECM (error correct mode) Yes
Phone Line Redials 5
Dialing Options Redial interval (min) 5
Pause length (secs) 2
Dial mode Tone
Detect dial tone Yes
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e==> Changing the fax out options Intro

1. Atyour PC, double-click the WorkCentre icon. I
2. Inthe WorkCentre Status window, click Settings.
3. Click the Fax Out tab.

WorkCentre 450c Settings |

 ——
Reports I Phonebook, I b il | Parel I Setup/Comm
Faxln I Fax Routing Fax Out | Phone Line
Fax
Faxes a sep_arate " Add cover page
cover page, prints a -
send header on each *  |nciude gend header
faxed page, or does " |nclude cover page and send header
Resends a fax
whose transmission v Betry failled fazes
Sends the fax from , v flways zend from memony
memory
] IF mermnary fills: Iu:u:untinue fax job j
Continues or ends the
faxjob if thereisn't
enough memory
. ey
Rewms OpﬂOﬂS to Restore defaultz |
their default settings =
QE. I Cancel Apply | Help |
e
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c==> 4. Change the defaults for any of these options: Intro
Add cover page

Faxes a separate page that includes the
WorkCentre’s name and fax number, the date and
time of the fax transmission, the recipient’s name (if
specified in your Phonebook) and fax number (from

your Phonebook or entered using the numeric —
keypad), and the number of pages being faxed. The
cover page is the first faxed page. Fax

Include send header

Prints the WorkCentre’s name and fax number, the

date and time of the fax transmission, the recipient’s
== fax number, and the page number at the top of each
faxed page.

Include cover page and send header

Faxes a separate cover page and prints header
information at the top of each faxed page.

Retry failed faxes PR
Resends a fax whose transmission failed.

e

=
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Always send from memory Intro

Scans the document and stores it to memory until
the fax is sent. This lets you remove your documentf——-
from the WorkCentre once it's scanned.

If memory fills

When sending a fax at a later time or to more than
one fax number, instructs the WorkCentre to either
continue fax jobor end fax jobif there is not
enough memory to store the entire document. If you Fax
choosecontinue fax job, the document remains in

the document tray and is sent as memory becomes
available.

» Click OK to change the options at the WorkCentre
and close the WorkCentre 450c Settings window.

» Click Apply to change the options at the
WorkCentre and keep the WorkCentre 450c¢ Settings
window open.

Note To use the factory defaults, click the Restore
Defaults button.
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used todisplay the
date and time

Sets maximum fax
speed and error correct

Returns options to
their default settings

c==> Changing the setup and
communication options

1. Atyour PC, double-click the WorkCentre icon.
2. Inthe WorkCentre 450c Status window, click Settings.
3. Click the Setup/Comm tab.

WorkCentre 450c Settings

Faxln I Fax Routing I

Reports I Phonebook | b ailbio I FPanel

Phone Line |
S etup/Carnm

Fax Out I

— Machine setup

Fax Mumber |41 54657390

Mame IMyWDrkEentre

Diate format [MmoDY 7]
Tirne format I 12-hour j

Set date and time fram FC |

— Communication
b awirnum fax speed

W ECM [eror comect mode]

14400 bps =l

[~ Enable zecurity

[~ Permit remote test

Restore defaultz |

o]

Cancel

Apply | Help
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c==> 4. Change the defaults for any of these options: Intro

=

Fax number

Displays the number specified using the Setup

Wizard. If your fax number changes, you can edit
the number. Do not include parentheses or hyphens]
in the number

Your fax number is included on the send header and
cover page, and displays on the fax machine
receiving your fax. Fax

Name

Type a name for the WorkCentigptional). The fax
name is included on the send header and cover page.

Date format

Sets the format used for displaying the date on the p———
control panel LCD and in the WorkCentre 450c
Status window.

Time format

Sets the format used for displaying the time on the
control panel LCD and in the WorkCentre 450c
Status window.

———

—
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Set Date and Time From PC

Click to use the date and time set on your PC for the
WorkCentre.

Maximum fax speed
Sets the maximum speed at which a fax is initially

sent. The WorkCentre automatically lowers the
speed as needed.

ECM (error correct mode)

Monitors the phone line for errors and, if an error
occurs, resends any portion of the document until
the transmission is complete. When using ECM, the
fax transmission time can be longer, but the
complete fax is sent.

Permit remote test

Allows a Xerox Customer Support representative to
perform remote testing on the WorkCentre.

Doone of the following:

» Click OK to change the options at the WorkCentre
and close the WorkCentre 450c Settings window.

» Click Apply to change the options at the
WorkCentre and keep the WorkCentre 450c¢ Settings
window open.

Intro
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€<= Note To use the factory defaults, click the Restore Intro
Defaults button.
Changing telephone line dialing
options

1. Atyour PC, double-click the WorkCentre icon.
2. Inthe WorkCentre 450c Status window, click Settings. Fax
3. Click the Phone Line tab.

—
WorkCentre 450c Settings
Reports | Phoneboal: I M ailbox | FPanel | Setup/Comm |
E } ; Fax In | Fax Routing I Fax Out Fhone Line
—Answer
Answer mode I automatic: hd I
Rings to answer |1
B ——
I~ Digtinctive ring Iring 1 'I
jEh-up cade
= | Fick: d HitH
r— Dial
Bedials |5
Redial interwal [min) |5
Dialing options Pause length [secs] |2— o
Dial mode I tone - I
[V Detect dial tone
Returns options to
R . Restore defaults |
their default settings
QK I Cancel | Apply | Help |
[—
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c==> 4. Change the defaults for any of these options:

Redials

Specifies the number of times, from O to 9, you want
the WorkCentre to redial a fax number after a failed
fax transmission.

Redial interval (min)

Specifies the interval, from 1 to 255 minutes,
between redials.

Pause length (secs)

Defines the interval, from 1 to 9 seconds, assigned
to thePAUSE key on the control panel. When you
press the?AUSE key in a dialing sequence, a
comma (,) displays on the LCD and the specified
time interval is inserted between the numbers.

Dial mode

Sets the dialing mode to tone if your telephone has
touch-tone capability, or pulse if it doesn't.
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Detect dial tone Intro
Instructs the WorkCentre to wait for a dial tone
before sending a fax. —t

If the phone system does not provide a dial tone
quickly or uses a different type of dial tone, you can
clear Detect dial tone to have the WorkCentre send zt

fax without waiting for a dial tone.

5. Doone of the following:

» Click OK to change the options at the WorkCentre
and close the WorkCentre 450c Settings window.

» Click Apply to change the options at the
WorkCentre and keep the WorkCentre 450c¢ Settings
window open.

Fax

Note To use the factory defaults, click the Restore
Defaults button.
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Using a document carrier

Intro

When faxing fragile documents and photographs, usea | .

document carrier to protect your original. A document
carrier is a protective “sleeve” that has a clear plastic fron{
and a white paper backing.

Use a document carrier when faxing these types of —
originals:
* Photographs Fax
» Torn or wrinkled documents
e

* Thin originals, such as invoices

» Graphic art, such as newsletter paste-ups and
collages

Load the document carrier in the WorkCentre's document] __

tray with the sealed edge down and the clear front facing
away from you.

Caution Do not use a document carrier for originals
thicker than a photograph, other wise you could
damage the WorkCentre’s Scanner.
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== Creating a phonebook of Intro
speed dial entries R

To use th&PEED DIAL key on the WorkCentre, you need
to create a Phonebook of speed dial entries. Your
Phonebook can include up to 94 individual entries and 5 "~
group entries. The Phonebook identifies the names and fax
numbers assigned to the individual speed dial numbers, and Fax
the people assigned to the group speed dial numbers.

This section explains how to create a Phonebook using the—
ControlCentre at your PC.
c—> .
Note You can also create a phonebook using the
workcentre menus. ,
C-—-
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Creating an individual speed dial Intro
entry

You can create up to 94 individual speed dial entries. Each
entry must include a fax number. You can optionally add &
person’s name or your charge code when dialing long
distance. —

You can specify extra features for any of your entries. For
example, you can choose to have the faxes sentto afax Fax
number at a certain time or at a specific transmission speed.
This feature is useful when sending faxes to a person SEmm—
located in a different time zone, or if you know that the fax
connection performs better at a speed other than 14.4 Kbps
(the default speed).

1. Atyour PC, double-click the WorkCentre icon. e
2. Inthe WorkCentre 450c Status window, click Settings.

The Phonebook property page displays in front of the
other property pages.

3. Doone of the following:

» Double-click an unassigned speed dial number (01
through 94) in theéndividuals box.
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» Select an unassigned speed dial number (01 through /ntro
94) in thelndividuals box and click New.

The Phonebook Entry dialog box displays.

Type the person’s
name.

Type the person’s
fax number.

Click acharge code
button if the fax number
requires acharge code.

Click Use extra
features to send faxes
ata latertime or ata
maxmum fax speed.

Phonebook Entry

Entry 1

Mame T‘
Humber }
[EHATHE Bt Erter | Eititer (ater |
_—/
[ Use extra features
Jo#l | el Lates |D2:IJEIam HH b
b e Faw speed |144UU bps vl
Qk. I Cancel | Help |

In theNamebox, type the person’s name.

5. IntheNumber box, type the fax number. As needed,
include a prefix (for example, 8 or 9) and type a

(comma) to add a pause in the number. Do not include

parentheses or hyphens

Note If you are including a charge code as described
in the following step, you may need to add one or
more pauses after the fax number.

R 06
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c==o 6. TO include a charge code with the fax numbeQu® Intro
of the following:
» Click Enter now. Type your charge code in the —t

Enter charge codebox and click OK. The charge

code displays as a series of vertical bars (|) and is
entered automatically when you use the speed dial
number. —

» Click Enter later. The letter “C” displays at the end
of the fax number. The WorkCentre will prompt you  Fax
to enter the charge code at the control panel when
you use the speed dial number to send a fax. .

Note When sending or distributing a fax to a
Phonebook group, the WorkCentre prompts you once
to enter a charge code. The charge code you enter is
used for all the other speed dial entries in the group
that you set up with this feature.

e

7. If you want to specify a delayed start time or a
maximum fax speed, cliddse extra featuresand do Sum—
one or both of the following:

» To send faxes at a specific time, clibial later. In
the box, type the time using the format for either a
12- or 24-hour clock. —
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Note When sending or distributing a fax to a
Phonebook group, the WorkCentre ignores this
feature.

» To specify a fax speed that is different (usually
lower) than the maximum fax speed set on the

Intro

Setup/Comm property page, select a maximum
speed in thdlaximum fax speedbox.

8. Click OK.

The name and fax number you assigned to the speed
dial number appear in thedividuals box.

9. Click OK on the Phonebook property page.

The speed dial entries you created are saved in the
WorkCentre only. To save a backup copy of your
Phonebook to your PC, see “Saving a Phonebook file to
your PC” later in this chapter. To print the list of entries in
your Phonebook, see “Printing a Phonebook of speed dia
entries” later in this chapter.
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Creating a group speed dial entry

Group speed dial entries enable you to quickly send a fax t

several fax numbers at one time. When you use the groupis

speed dial number, the WorkCentre will send the fax to
each group member.

Intro

I

Before you can create a group speed dial entry, you need to——

create the individual entries. See the previous section,
“Creating an individual speed dial entry” for more
information.

You use the speed dial numbers 95 through 99 for group
entries. Each group can consist of a maximum of ten peopl
and the same person can be in more than one group.

If your Phonebook includes group speed dial entries, you
also can distribute the faxes received from a specific fax
number to one of your speed dial groups. To use this
feature, see “Setting up fax distribution at the WorkCentre”
in this chapter.

1. Atyour PC, double-click the WorkCentre icon.
2. Inthe WorkCentre 450c Status window, click Settings.

The Phonebook property page displays in front of the
other property pages.
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Ca=a O3 Doone of the following:

=

» Double-click an unassigned speed dial number
(numbers 95 through 99) in tlig&roups box.

» Select an unassigned speed dial number (numbers

95 through 99) in th&roups box and click New,

The Phonebook Group dialog box appears, showing
the individual entries in thehonebookbox.

Phonebook Group [x]
Ertry 95
Group Mame }
Type agroup name.
. R [Ehonetmok Group Memters
List of individ ual _
. 01 David Moore
Phonebook entries. 02 Maria Herman dez
Choose two or more to 03 Thomas Lee 5 |
create a group entry. 04 Leslie Shaw
i
Names of group 4
members appear here.
] | Cancel | Help |

4. IntheGroup namebox, type the name of the group.
5. To add an individual to the group, doeof the

following:
* Double-click the name in tHehonebookbox.

e Select the name in tithonebookbox and click
S>>,
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c==a 6. Toremove anindividual from the group, aiee of the Intro
following:
* Double-click the name in tH8roup membersbox. —t
» Select the name in tl&oup membersbox and
click <<--.
7. Click OK,

The group name you assigned to the speed dial number
and the number of group members appear in the
Groups box.

8. Click OK on the Phonebook property page. P

The speed dial groups you created are saved in the
c==a WorkCentre only. To save a backup copy of your
Phonebook to your PC, see “Saving a Phonebook file to
your PC” later in this chapter. To print the list of entriesin]
your Phonebook, see “Printing a Phonebook of speed dia
entries” later in this chapter.

Fax
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Intro

Once you've created a Phonebook of speed dial entries,yaqu—_

can change an individual or a group entry at any time.
1.
2.
3.

R 06

At your PC, double-click the WorkCentre icon.

In the WorkCentre 450c Status window, click Settings.

On the Phonebook property page ote of the
following:

» To edit an individual entry, double-click the name in
thelndividuals box. Go to step 4.

» To edit a group entry, double-click the name in the
Groups box. Go to step 5.

In the Phonebook Entry dialog box, make the changes
you want and then click OK. Refer to “Creating an
individual speed dial entry” as needed. Go to step 6.

In the Phonebook Group dialog box, make the change
you want and then click OK. Refer to “Creating a
group speed dial entry” as needed.

Click OK on the Phonebook property page.

® @ ©
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Deleting speed dial entries

You can delete the individual or group assigned to a spee
dial number, or the entries assigned to all the speed dial
numbers in your Phonebook.

1. Atyour PC, double-click the WorkCentre icon.

2. In the WorkCentre 450c Status window, click Settings.
The Phonebook property page displays.

WorkCentre 450c Settings

FaxIn | Fax Flouting I Fax Out I Phaone Line
Feports ~ Phonebook I Mailbm:l Panel I Setup/Cornm

Individuals

01 David Moore 242 47R3 ﬂ
02 Mana Hemandez 222 8524
03 Thaomaz Lee 2229736
04 Leslie Shaw 2220848
05
0g
. ov
Select an entry and click 02
Delete to remove it from 0q =l

your Phonebook. Groups

95 Sales [2)
96 Finance [2]
97

9a

93

New.. | Edi | Deleie |

. Open file... | Save fz.. | Clear Al |
Click Clear Allto delete Ve

all Phonebook entries.
N1 I Cancel | Sppli | Help |
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3. To delete one entry, do the following:

» Click the individual or group name you want to
delete.

* Click Delete.
* |n the confirmation box, click Yes.

4. To delete all the entries, click Clear All and then click
Yes in the confirmation box.

5. Click OK on the Phonebook property page.

Saving a Phonebook file
to your PC

The Phonebook you create is stored in the WorkCentre
only. Any changes you make to your speed dial entries
automatically affect the Phonebook on the WorkCentre.
Therefore, you should save a copy of your original

Phonebook to keep a backup copy on your PC, and to shaf

the information in it with other applications on your system.
You can create more than one Phonebook, although only
one can be in use at a time.
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c' 5 You can save a Phonebook in one of two file formats: Intro

1. Atyour PC, double-click the WorkCentre icon.
2. Inthe WorkCentre 450c Status window, click Settings.| .
3. Onthe Phonebook property page, click Save As.

* Phonebook files (*.phn)

Provides a complete backup copy by saving all the
individual and group information in your
Phonebook.

» Delimited text files (*.txt)

Saves all the individual and group information in
your Phonebook. Each field (for example, name or Fax
fax number) is separated with a tab, and each
Phonebook entry is separated with a carriage return.
This format lets you use your Phonebook
information with other PC applications.

S
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c' 5 The Save As dialog box displays. Intro
Save As E E3
Save jr I ﬁ Deskiop [ =i —————
M_l,lCu:umputer
E‘,EI_ Metwark Meighborhood
Select a location for
the Phonebook.
—
Type a Phonebook
name. ile: narmne: ave I
Click the arrow next to ZLV; asmpe}honebook files [*.phn] =l jan.:a | FEI
Save as type and then
click the type you want.
—
4. IntheSave inbox, select a location for the Phonebook.
&= 5. In theFile namebox, type a name for the Phonebook.
6. Click the arrow next t&ave as typand clickone of
the following formats:
* Phonebook files (*.phn)
o Delimited text files (*.txt)
7. Click Save. .
| mam————
@ 6 & @
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e==2 Opening a Phonebook file Intro

When you open a Phonebook file, it replaces the
Phonebook in the WorkCentre. Therefore, before opening
another Phonebook, make sure you have a backup copy o¢f
your current Phonebook.

You can open a Phonebook file saved in one of the —
following file formats:

* Phonebook files (*.phn; *.cfq) Fax

The Phonebook format used on the WorkCentre
450c, WorkCenter 250, and Xerox 3006. —

» Delimited text files (.txt)

A tab must separate (delimit) each field on a line anoL
a carriage return must separate each line. Format th
file as shown:

Field 1 Speed dial number

Field 2 Individual (1) or group (2)
Field 3 Individual or group name p—
Field 4 Fax number

Field 5 Dial later (number of minutes after 12:00
am)

=
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Field 6 Fax speed (0=4800, 1=9600, 2=14400)

Field 7 Group members (individual speed dial
numbers, each separated by a comma)

Note For an individual entry, fields 3, 5, and 6 are
optional and field 7 is not required. For a group entry,
fields 4, 5, and 6 are not required. If you omit one or
more fields on a line, be sure to include a tab for each
field that precedes a field containing information.

For example (the ® character represents a tab):

WP

R 06

01®1®Denise Franks®3247594

02®1®Jane Brown®3245962®®1

03®1®Taylor Jones®3248835®60®1
95®2®ENngineering®®®01,02.

At your PC, double-click the WorkCentre icon.

In the WorkCentre 450c¢ Status window, click Settings.
On the Phonebook property page, click Open File.

In the warning box, doneof the following:

 |f the currently displayed Phonebook is saved to a
file, click Yes to open another Phonebook.

® @ ©
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» If you have not saved the currently displayed
Phonebook, click No. Save your Phonebook using

Intro

the procedure described in “Saving a Phonebook file} .

to your PC” earlier in this chapter.
The Open dialog box displays.

Select the Phonebook's
location. |

12 Metwork, Meighborhaod

File name: ||

Op
Click the arrow next to Files of type: | Phonebook files [*.phr; *.cfg) =l Cancel
Files of type andthen / —l

click the type you want.

Click the arrow next tEiles of typeand click one of

the following formats:

* Phonebook files (*.phn; *.cfg) to open a Phonebook
saved in Phonebook format.

» Delimited text files (*.txt) to open a text file that
contains Phonebook information.

In theLook in box, select the location for the saved
Phonebook.

RO 06 @ @ ®
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c==> /- Click Open.

The Phonebook property page displays the entries
from the Phonebook you opened.

Printing a Phonebook of speed
dial entries

You can print a Phonebook report that includes the
information about the individual and group speed dial
entries you created.

1. Atyour PC, double-click the WorkCentre icon.
2. Inthe WorkCentre 450c Status window, click Settings.
3. Click the Reports tab.

& 06 ® ® ©
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c' 5 4. Click the Phonebook button.
WorkCentre 450c Settings 4|

=

Click Phonebook to

Fau ln I Fax Routing I

Fam Ot I Phone Line

Reports | Phonebook. I Maill:u:u:-:l Parel I SetupdConnm

print the report.

— Print repart
Pending jobs |
Activity | Test |
FPhonebook | Dremo print |

— Print reports automatically
v Achivity

[+ Send confirmation
v Group send confirmation

v Hailbox receipt

I on failure b I
I always - I

Restore defaults |

123

QK. | Cancel |

Al | Help

5. Inthe confirmation box, click Yes.

Note You can also print a Phonebook using the

WorkCentre menus.

R 06
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== Recelving Faxes Intro

Faxes sent to the WorkCentre are either printed, stored tc
the WorkCentre’'s memory, received in a mailbox, or, if you
are using a PC fax application, stored to your PC.

Receliving an incoming fax |
The WorkCentre is set to automatically print incoming Fax
faxes. However, incoming faxes will not print under these
conditions: et
* Paperjam
&= » Lack of paper or ink supply
* WorkCentre is busy printing P

* You set the WorkCentre to receive faxes to memory

If the WorkCentre cannot print a fax, it will automatically
try to store the fax to memory, unless there isn't enough p——
memory to receive the fax, or tHecannot print option is
set todo not answer

& 06 ® ® ©
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Receiving a fax to memory Intro

To keep your faxes confidential, you can receive themto |
memory. However, you should print the faxes as soon as
possible to free up memory so you can continue receiving
faxes. The following section “Printing a fax stored to
memory” explains how to print stored faxes.

The WorkCentre notifies you when memory is full by
displaying a message on the control panel LCD or printing gax
a Memory Full report.

1. Atyour PC, double-click the WorkCentre icon. R —
In the WorkCentre 450c Status window, click Settings.
Click the Setup/Comm tab.

Click Enable securityand then click the Apply button.

In the Set Security Password dialog box, type a four-
digit password in th®asswordbox and click OK.

S

a s W

Set secunty password

To enable zecurnty on pour “WorkCentre, enter a EEE——
four-digit password.

Type afour-digit Password |
password
(o | Cancel | IT":'I

RO 06 @ @ ®
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c==o 6. Clickthe FaxIn tab. Intro
7. UnderReceive click To memory.
8. Click OK. i |

Printing a fax stored to memory

You should print a fax stored to memory to free up memory~=——
on the WorkCentre. After you print the fax, it is deleted
from memory. Fax

1. Atthe WorkCentre 450c, press ti&ENU key.
2. Presgl [Fax Mail] andENTER.

3. Pres€NTER to select [Print memory doc].
4.

Enter your four-digit security password and press
ENTER. I

The WorkCentre prints the fax and deletes it from memoryj

pr——
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Manually receiving a fax Intro

If you are receiving both fax and voice calls on the same | .
telephone line and thnswer modeis set tananual, you
will answer both telephone and fax calls on the same line

1. Pick up your telephone handset to answer the incomin
call. The control panel LCD displays: P—

Press START

to send or receive Fax
2. Atthe WorkCentre 450c, press tReART key. .
3. Hang up the telephone.
The WorkCentre receives the incoming fax.

& 06 ® ® ©
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Receiving confidential faxes in
mailboxes

Mailboxes provide the ability to receive confidential faxes
that only the mailbox user can access. When the
WorkCentre receives a fax in a mailbox, it stores the fax tc
memory and prints a Mailbox Receipt report. After you're
notified of receiving a fax, you should print it to free up
memory.

To receive faxes in a mailbox, you need to provide your
mailbox number to other fax senders. You'll need to enter
your mailbox password to retrieve your faxes from the
mailbox.

To send a fax to a mailbox, see the section “Sending a fax
to a mailbox on a remote WorkCentre 450c.”

Note If you share the WorkCentre with other users,
you can enable security to prevent users from
creating, editing, and deleting mailboxes.

Creating a mailbox
You can easily create mailboxes on the WorkCentre using

the ControlCentre software on your PC. P

RO 06 @ @ ®




=

129
1. Atyour PC, double-click the WorkCentre icon.
2. In the WorkCentre 450c Status window, click Settings.
3. Click the Mailbox tab.
WorkCentre 450c Settings
Faxln I Fax Routing I Fax Out | Phone Line
Reparts I Phonebook  Mailbox I Panel | Setup/Comm
Ciick amailbox albosics
number. |3
3
4
5
Click New. IEw.: Edi: WElete
(n] | Cancel | Apply Help

4. Doone of the following:
* Double-click an unassigned mailbox number.
» Click an unassigned mailbox number and click New.

5. Inthe Mailbox dialog box, type the user’s four-digit
password and name, and then click OK.

RO 06 @ @ ®
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&= Note If you enabled security, do not use your security

e

=

password.

Type a four-digit

Maibor 3|

bk allbox

P azzword

1

—

password.

Type the mailbox

M ame

)

user’'s name.

V

OE.

Cancel |

Help

Click OK.

/

6. Dogne of the following:

* Click OK to create the mailbox on the WorkCentre
and close the WorkCentre 450c¢ Settings window.

» Click Apply to create the mailbox on the

WorkCentre and keep the WorkCentre 450c¢ Settings

window open.

Note You can also create mailboxes using the

WorkCentre menus.

R 06

@

® ©®

Intro

Fax




131

c==o Printing the faxes received in a mailbox

=

To obtain paper copies of your faxes and free up
WorkCentre memory, you should print the contents of a

mailbox. The WorkCentre deletes the faxes after they're

printed.

1.

SRR

At the WorkCentre 450c, press ti&ENU key.
Presdl [Fax Mail ]andENTER.

Pres [Mailboxes ]andENTER.
Pres€NTER to select Print contents .
Enter the mailbox password and prebsTER.

The faxes stored in the mailbox begin printing.

Storing a document in a mailbox

You can store a document in a mailbox so a remote fax user

can retrieve the document when needed.

1.

a s WD

At the WorkCentre 450c, load up to 20 pages face
down in the document tray.

Press th&TART key.

Pres€NTER to select fnailbox retrieve 1.
Enter the mailbox number and pré&¢$TER.
PresSTART.

RO 06 @ @ ®
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c==o Deleting the contents of a mailbox

=

If you don’t want to print the faxes stored to a mailbox, you

Intro

can clear the mailbox. Clearing a mailbox deletes all of thg—

faxes and documents stored to it, and frees WorkCentre

memory.

1.

ok WN

7.

At the WorkCentre 450c, press ti&ENU key.
Presdl [Fax Mail ]andENTER.

Pres [Mailboxes ]andENTER.

Press3 [Clear mailbox ]JandENTER.

Enter the mailbox password and prebsIER.
Pres€ENTER to confirm.

The WorkCentre sounds a confirmation beep.
PressSTOPto exit the menus.

Deleting a mailbox

If you no longer need a mailbox, you can delete it. Before

deleting a mailbox, you must delete its contents. The
previous section, “Deleting the contents of a mailbox,”

describes how to delete the documents stored in a mailbok.
1.

At your PC, double-click the WorkCentre icon.
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2. Inthe WorkCentre 450c Status window, click Settings.
3. Click the Mailbox tab.

4. IntheMailboxesbox, select the mailbox you want to
delete.

Note To delete all the mailboxes at once, click Clear

Intro

All.

5. Click Delete.
6. Click Yes to confirm the deletion.
7. Doone of the following:

* Click OK to delete the mailbox from the
WorkCentre and close the WorkCentre 450c
Settings window.

» Click Apply to delete the mailbox from the
WorkCentre and keep the WorkCentre 450c¢ Settings
window open.

Note You can also delete mailboxes using the
WorkCentre menus.
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c==o Printing a list of mailboxes

If you want to keep a printed record of the mailboxes
created on the WorkCentre, you can print the information.
If security is enabled, the mailbox list includes the user’s

of the password. To enable security, see “Enabling

password. If security is not enabled, asterisks print instead

Intro

security” later in this chapter.

1. Atyour PC, double-click the WorkCentre icon.

2. Inthe WorkCentre 450c Status window, click Settings.
3. Click the Mailbox tab.

; Fazin I Fas Almeeng | Pl | Florals
2 Fmparit | Phonsbook  Mudbes | Pawl | dakpuiionm

HslhvisL
1 [huw

2 Rpked
1 Jarwalw

i
5

Click Print Mailbox List to
print the list of mailboxes Bret sl st
on the WorkCentre.

—y
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4. Click Print Mailbox List.
5. Inthe confirmation box, click Yes.

Note You can also print a mailbox list using the
WorkCentre menus.

Editing a mailbox

Intro

S

You can change both the name and password assigned to B

mailbox.
1. Atyour PC, double-click the WorkCentre icon.

2. In the WorkCentre 450c Status window, click Settings.

3. Click the Mailbox tab.
4. Doone of the following:
* Double-click the mailbox you want to edit.
» Click the mailbox you want to edit and click Edit.

e

5. Inthe Mailbox dialog box, make the changes you want o

and then click OK.
6. Doone of the following:

e Click OK to change the mailbox on the WorkCentre

and close the WorkCentre 450c Settings window.
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» Click Apply to change the mailbox on the
WorkCentre and keep the WorkCentre 450c¢ Settings
window open.

Retrieving your faxes and printing

Intro

them on another fax machine

When you're away from the WorkCentre, you can retrieve

S

your faxes remotely. Using a touch-tone telephone, you can Fax

retrieve the faxes stored to memory or in a mailbox and
print them on the fax machine near you.

If you are retrieving the faxes from a telephone connectec
to a fax machine, you can print the faxes during the same
call. If the fax machine is not connected to the telephone
from which you're calling, the WorkCentre calls the fax
machine you specify and sends the faxes.

Retrieving your faxes using the telephone
connected to the remote fax machine

1. Lift the telephone handset and wait for a dial tone.
2. Dial your WorkCentre’s fax number.
After the WorkCentre answers, you hear a fax tones.

RO 06 @ @ ®
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. When you hear a pause in the tone sequence,#ress

and wait for three confirmation tones.
Press*3#.
Doone of the following:

» If you're retrieving faxes from your mailbox, press
your mailbox password ant¥.

» |f you're retrieving the faxes stored to memory,
press the password used to enable security#nd

For example, the complete key sequence is:
#**3Hpassword#

By default, the WorkCentre deletes the fax after it’s
sent. To change the default, press ohthe following:

» 1to save the fax on your WorkCentre after
transmission.

» 2to print the fax on your WorkCentre, then delete it
after transmission.

Remain on the line until you hear three beeps, which

means the WorkCentre received your request, and the

press th&sTART key on the fax machine.
Hang up the telephone.

® @ ©
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c==o Retrieving your faxes using a telephone not Intro

=

connected to the remote fax machine

1.
2.

RO 06 @ @ ®

Lift the telephone handset and wait for a dial tone. —
Dial your WorkCentre’s fax number.

After the WorkCentre answers, you hear a fax tone
sequence.

—
When you hear a pause in the tone sequence,#press
and wait for three confirmation tones. Fax
Press*4+#.
Doone of the following: re—

» If you're retrieving faxes from your mailbox, press
your mailbox password anl

» |f you're retrieving the faxes stored to memory,
press the password used to enable securitytand

Dial the fax number of the machine you want the faxes
sent to and pres#s.

For example, the complete key sequence is as follows,—.
#*4#passwordfax number
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c==o /- Bydefault, the WorkCentre deletes the fax after it's Intro
sent. To change the default, presg of the following:

» 1to save the fax on your WorkCentre after —t
transmission.

» 2to print the fax on your WorkCentre, then delete it
after transmission.

Remain on the line until you hear three beeps, which means '
the WorkCentre received your request, and then hang up
the telephone. Fax

Automatically forwarding -
ey Your faxes

When you're away from the WorkCentre, you can have
your faxes automatically forwarded to a fax machine near
you. This lets you continue to receive your faxes regardlesg

of where you're located. You can set up fax forwarding at| ““~*~
the WorkCentre or from a remote location.

Setting up fax forwarding at the WorkCentre

1. Atyour PC, double-click the WorkCentre icon.

2. In the WorkCentre 450c Status window, click Settings.
3. Click the Setup/Comm tab. promeee

RO 06 @ @ ®
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c==o 4. ClickEnable securityand then click the Apply button.

5.

In the Set Security Password dialog box, type a four-

digit password and click OK.

Set zecurity password

To enable security on wour Work Centre, enter a

four-digit pazzword.

Type afour-digit Eerme

password

)% Cancel

/|

Help

& 06
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c== 6. Clickthe Fax Routing tab.

=2

Forwards your faxes to
another fax number

Specifies the fax number to

forward your faxes to

141
WorkCentre 450c Settings E |
Feportz I Phonebook:, | b ailbox I Panel I Setup/Connm
Fax In Fax Routing | Fawx Dut I Phone Line

— [ Fonward all faves

To fax number

Fram zender 1 [fax number)

o graupE

Fram zender 2 [fax number]

(I

i graupE

(I

Restore defaultz |

o]

Cancel

Apply

| Help |

7. Click Forward all faxes.

In theTo fax number box, type the fax number you
want your faxes sent to.

8.
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c= 9 Doone of the following: Intro

» Click OK to change the options at the WorkCentre
and close the WorkCentre 450c Settings window. p———

» Click Apply to change the options at the
WorkCentre and keep the WorkCentre 450c¢ Settings
window open.

Using fax forwarding from a remote location

If you're away from your WorkCentre and you didn'tsetup ~ F@*

fax forwarding, you can set up the feature if security is

enabled on your WorkCentre and you have access to a
touch-tone telephone.
&= Setting up fax forwarding from a remote location
Use this procedure to set up fax forwarding for the first time]
and to specify a new fax number as your location changes.
1. Lift the telephone handset and wait for a dial tone.
2. Dial your WorkCentre’s fax number.
After the WorkCentre answers, you hear the fax tonesf—
3. When you hear a pause in the tone sequence,#press
and wait for three confirmation tones.
4. Press*7#.
| e— p
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5. Press your four-digit security password &nd

6. Pressthe fax number you want your faxes forwarded t¢

and#.

7. Remain on the line until you hear three beeps, which
means the WorkCentre received your request, and the
hang up the telephone.

The WorkCentre deletes the fax after it's sent.
Turning off fax forwarding from a remote location

You can turn off fax forwarding when you’ll no longer be
near a fax machine. When you turn off fax forwarding, the
WorkCentre either prints your faxes or stores them to
memory, depending on tik&eceiveoption setting.

Note If the Receive option is set To memor y, you
should retrieve your faxes as soon as possible to free
up memory.

1. Lift the telephone handset and wait for a dial tone.
2. Dial your WorkCentre’s fax number.
After the WorkCentre answers, you hear the fax tones

3. When you hear a pause in the tone sequence,#press
and wait for three confirmation tones.
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Press*5S#.
Press your four-digit security password &#d

Remain on the line until you hear three beeps, which
means the WorkCentre received your request, and the
hang up the telephone.

Turning on fax forwarding from a remote location

If you turned off fax forwarding, you can easily turn it on
again. The WorkCentre will forward your faxes to the last
fax number specified for fax forwarding.

1.
2.

1

R 06

Lift the telephone handset and wait for a dial tone.
Dial your WorkCentre’s fax number.

After the WorkCentre answers, you hear a fax tone
sequence.

When you hear a pause in the tone sequence,#press
and wait for three confirmation tones.

Press*6#.
Press your four-digit security password &#d

Remain on the line until you hear three beeps, which
means the WorkCentre received your request, and the
hang up the telephone.
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e==0 DIistributing copies of your faxes
to a Phonebook group

two fax numbers to a Phonebook group. To use this featu

want to use.
1. Atyour PC, double-click the WorkCentre icon.

& 06 ® ® ©

You can distribute copies of the faxes received from up t(l
re,

make sure your Phonebook includes the group entry you

2. In the WorkCentre 450c Status window, click Settings.

Intro
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c==> 3- Clickthe Fax Routing tab.
WorkCentre 450c Settings |

Distributes your faxes
to a Phonebook group

Specifies the sender’'s
fax number

Specifies the speed

dial group to distribute
the faxes to

box.

146

Feports | Phonebook. I b ailbios I Parel I Setup/Comm
FaxIn Fa Rating | Fau Ot | Phone Line
[+ Eorward all faxes
T fax number
— I Distibute faxes
Fram sender 1 [fax number] [ gratE
I I
From sender 2 [fax numnber] e graum
Restore defaults |

Ok I Cancel

Apply | Help |

4. Click Distribute faxes.

5. Enter a fax number in thleom sender (fax number)
box and the group speed dial number inTberoup

& 06

® @ ©

Intro

Fax




)

=

147

Note To verify that the sender’s fax number is the
same as the number the WorkCentre receives, select
Include receive header on the Fax In property page
and have the sender fax you a document. Enter the
fax number printed on the fax header in the From

Intro

sender (fax number ) box.

6. Doone of the following:

» Click OK to change the options at the WorkCentre
and close the WorkCentre 450c Settings window.

» Click Apply to change the options at the
WorkCentre and keep the WorkCentre 450c¢ Settings
window open.

Retrieving documents from
another fax machine to the
WorkCentre

You can retrieve a document that is stored in another fax
machine’s memory. This capability, callpdlling or poll

in, lets you and other fax users retrieve the same fax from
the remote fax machine, and pay for the cost of the fax cal
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c==5 1. Atthe WorkCentre 450c, enter the fax number of the | /tro
remote machine and press 8FART key.

2. PressSTART again. —t
3. Doone of the following:
» |f a password is not required, préSNTER.

o |f a password is required, preR&IGHT ARROW
andENTER. Type the password and prédsTER.

4. PresSTART. Fax

Receiving faxes to your PC —

The WorkCentre 450c provides a CCITT-compatible Class
2 interface for sending and receiving fax documents using
your PC. To use the WorkCentre as a fax modem for youl
PC, a fax application must be installed on your computer.

If you are running Windows 95, you can install Microsoft
Fax or Symantec Winfax Pro 7.5. If you are running
Windows 3.1/3.11, install Symantec WinFax Lite 4.0
(provided with the WorkCentre 450c¢) or Symantec WinFax
Pro 4.0.

=
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Setting up Microsoft Fax to receive faxes
from your PC

5. By default, the WorkCentre is set to receive incoming
faxes. Before you can receive fax a document using
Microsoft Fax, you need to start Microsoft Exchange
and set up your modem properties.

Note: If you experience problems using your current
version of Microsoft Fax, you can download Windows
Messenging (a newer version of Microsoft Exchange)
from the Microsoft Web site:

http:/vww.microsoft.com

1. Click the Start button, point to Programs, and then
click Microsoft Exchange. The Inbox window for
Microsoft Exchange opens.

2. Click Tools, point to Microsoft Fax Tools, then click
Options.

3. Click the Modem tab.
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In the Available Fax Modems box, click Xerox

WC450c Class 2 Fax Modem and then click the Intro
Properties button. The Fax Modem Properties dialog
box opens. P

In the Answer Mode box, click one of the following:

* Answer after # rings. Microsoft Fax receives a fax
after the number of rings you specify. Be sure to set
Microsoft fax to answer the call one to two rings .
before the WorkCentre is set to answer the call.

« Manual. You have a telephone attached to the Fax
WorkCentre and you will answer all calls.
* Don’t answer. The WorkCentre 450c receives all
your incoming faxes.
Note The WorkCentre 450c¢ supports MR
compression. However, the Enable MR compression p—
option in the Microsoft Fax Advanced dialog box does
not work.
6. Inthe Fax Modem Properties dialog box, Click OK, |

RO 06 @ @ ®

then click OK on the Modem Properties page.
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c==> /- Donot Exitthe Inbox. Microsoft Exchange must be
running to receive faxes to your PC.

Note Do not use the Microsoft Fax Request a Fax
wizard to retrieve a document from a remote fax
machine. This capability is an optional feature for
Class 2 modems. The WorkCentre 450c does not
support this feature.
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e==2 Changing the default settings for
receiving faxes

Using the ControlCentre software on your PC, you can
easily change the default settings for receiving faxes.

The WorkCentre 450c is configured with the following
factory default settings

Option Default settin g

Phone Line Answer mode Automatic

Answer Options Rings to answer 1
Distinctive ring No
Pick-up code No

== FaxIn Include receive Yes

Options Receive To print
If cannot print Receive to memory
Reduce Reduce to fit
Loaded paper size Letter

Printer Fax/copy quality Fast

Note You can also change the default settings using
the WorkCentre menus.
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e==0 Changing telephone line answer

1. Atyour PC, double-click the WorkCentre icon.

2. Inthe WorkCentre 450c Status window, click Settings.

3. Click the Phone Line tab.

Telephone answer
options

Returns options to
their default settings

WorkCentre 450c Settings E

Reports | Phoneboak. I Mailboxl Panel I Setup.-’EommI

Fax In | Fax Routing I

Fax Out Phone Line

—Answer
Angwer mode
Rings to answer
™ Digtinctive ring

™| Bick-up code

Iautomatic 'I

fing 1

R

r— Dial

Redialz

Redial interwal [min)
Pauze length [zecs]
Dial mode

[V Detect dial tane

tone

JWT TJT

Restore defaults |

o]

Cancel |

Apply | Help |
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4. Change the defaults for any of these options: Intro
Answer mode
Specifies how the WorkCentre answers a fax. Options

include:

e automatic
You are using a telephone number for fax .
communication only (no voice calls). The
WorkCentre answers the call after the number of Fax

rings entered in thRings to answerbox.
e manual —_—

You are using the same telephone number for both
voice and fax calls and you will answer all calls. See
“Manually receiving a fax” earlier in this chapter for

information on how to manually receive a fax. PR

» answering machine

You are using the same telephone number for both
voice and fax calls and your answering machine will
answer your phone calls. Make sure your answeringg———
machine is set to answer the call within one to four
rings. The WorkCentre automatically answers a fax
call after five rings.
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Distinctive ring Intro
If your telephone company offers a distinctive ring
service, you can have multiple telephone numbers |——-
on the same phone line. The telephone company
provides a distinctive ring pattern for each telephone|
number so you can distinguish which number is
receiving a call. If you are using this service, select a\——
distinctive ring pattern for the WorkCentre that is
different from your telephone’s ring pattern. Fax

Pick-up code

If you set théAnswer modeto answering machine e
you can specify the three-digit code used to switch
between voice and fax communication on the same
telephone line. The code can consist of numbers (0-
9), and the asterisk (*) and pound (#) characters. }———
Choose a code not in use elsewhere in your phone
system.

You can use the pick-up code in two ways. First,
when you answer your telephone on an extension p———
line and you hear fax tones, enter the pick-up code tq
activate the WorkCentre to receive the fax. Second,
callers can send you a fax instead of leaving you a
voice message by entering your pick-up code to P
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activate the WorkCentre. You need to inform callers
of your pick-up code in your telephone answer
message.

5. Doone of the following:

» Click OK to change the options at the WorkCentre
and close the WorkCentre 450c Settings window.

» Click Apply to change the options at the
WorkCentre and keep the WorkCentre 450c Settings
window open.

Note To use the factory defaults, click the Restore
Defaults button.

& 06 ® ® ©
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Fax




Prints aheader on each
page received

Specifies how to receive
incoming faxes

Reduces incoming
faxes

Specifies the paper size
loaded in the W orkCentre

Returns options to their
default settings

e==a> Changing the fax in options

1. Atyour PC, double-click the WorkCentre icon.
2. Inthe WorkCentre 450c Status window, click Settings.
3. Click the Fax In tab.

157

WorkCentre 450c Settings |

R eportz | Phonebool: I Mailbu:u:-cl Fanel | Setup/Comm

Faxln | Fax Routing | Faw Ot | Phote Line
¥ Include receive header
Receive
% i mritt ) i memory
If canhat print Ireceive to mermory j
Reduce Ireduce to fit j
— Printer
Loaded paper size IIelter j
Festore detaults
Of. Cancel Apply Help

& 06 ®
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c==> 4. Change the defaults for any of these options:
Include receive header
Prints the date and time the fax is received, the

of each page received.
Receive

Specifies how the WorkCentre receives the fax,
eitherTo print or To memory. If you choose to
receive your faxes to memory, you'll need to print
them as soon as possible to free up memory.

€==2 Note To receive faxes to memory, you must click
Enable securit y on the Setup/Comm property page.
See “Enabling security” later in this chapter.

If cannot print

Instructs the WorkCentre to eithexceive to
memory or do not answerwhen it’s unable to print.

or ink.

=

RO 06 @ @ ®

number sending the fax, your fax name (if specified)
or your fax number, and the page number at the top

For example, the WorkCentre could be out of paper
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Reduce

Reduces the size of the incoming fax. Options
include: reduce to fit, none (100%) legal > letter
(75%), legal > A4 (80%) A4 > letter (90%), and
95%.

Loaded paper size

Intro

Specifies the paper loaded in the WorkCentre:
letter, legal, or Ad. Be sure the corresponding paper
size is loaded in the WorkCentre. Otherwise, your
faxes may not print completely.

5. Doone of the following:

» Click OK to change the options at the WorkCentre
and close the WorkCentre 450c¢ Settings window.

» Click Apply to change the options at the
WorkCentre and keep the WorkCentre 450c¢ Settings
window open.

Note To use the factory defaults, click the Restore
Defaults button.

RO 06 @ @ ®
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c==o Enabling security

You need to select thienable security option if you want
to receive your faxes to memory and forward your faxes ta

enter your password each time you click Settings in the

another fax machine. After you enable security, you must t@

Intro

WorkCentre 450c Status window and when you use secur
features at the WorkCentre.

1. Atyour PC, double-click the WorkCentre icon.
2. Inthe WorkCentre 450c Status window, click Settings.

& 06 ® ® ©




c== 3- Clickthe Setup/Comm tab.

o1

Enables use of
security features

WorkCentre 450c Settings

Fax In I Fax Routing I Fax Out

Repaorts | Phonebool: | b ailbios I Fanel

161

]|

I Phone Line |
Setup/Comm

— Machine setup

Set date and time from FC

Eax Mumber |41 R4E57390

MHame IMyWDrkEentre

[ ate farmat IMM.-‘DDNY "I
Tirne farmat I 12-hour - I

— Communication
b axinumm fax speed

[+ ECM [errar cormect mode]

|144uu bps -]

[ Enable security

Restore defaults |

[ Permit remaote test

o

Cancel Apply | Help |

Click Enable security

Click OK.

In the Set Security Password dialog box, type a four-

digit password in th€asswordbox. If you created a

mailbox on the WorkCentre, do not use your mailbox
password.

& 06
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Note Record the password used, as you will need to
enter it to use secure features.

7. Click OK.

If you want to change your password, cliERable
security on the Setup/Comm property page to remove

Intro

the check mark and click Apply. Clidgknable
security, click OK, and then type a new password in
the Set Security Password dialog box.

Changing fax quality

The WorkCentre is set to printincoming faxes at fast speeq.

You can change the fax speed to print faxes at a slower
speed with higher quality results.

1. Atthe WorkCentre 450c, press tMi&ENU key.
2. Press 6 [Printer] anNTER.

3. Press 3 [Fax/copy quality] akdNTER.

4.

PresfRIGHT ARROW to display [normal] and
ENTER. The WorkCentre sounds a confirmation
beep.

5. PressSTOP to exit the menus.
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== Checking the status of your fntro
fax Jobs R
You can view the status of your fax jobs on the control

panel LCD or the LCD display in the WorkCentre Status
window. The WorkCentre displays active jobs first, then “~——

pending jobs.

1. Atthe WorkCentre control panel, press J@B Fax
STATUS key. If you have an active job, its status
displays on the LCD. g

2. If you have more than one active job, press the JOB
2 STATUS key to display the status of each job. At the
end of the active jobs list, the LCD displays:

Pending jobs list ->
STOP to cancel job

3. To display the status of each pending fax jolpmmof
the following:

* Press the JOB STATUS key.
* Press the RIGHT ARROW key.

4. To print the first page of the pending fax job displayed
on the LCD, press the START key. —
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The information that displays on the LCD for a Intro
pending fax varies, depending on the type of job and
the details about the job. In the example below, the | .
LCD shows the status for a fax to be sent at a later
time.

Destination |— Number of pages
t  —
Job number —-7)2132378 1P
Type of job -Send 2:00 pm
i_ Fax
Job status
i

The information displayed on the LCD varies,
depending on the type of fax job and the details about
the job. In the example below, the LCD shows the
status for a fax to be sent at a later time.
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The information displayed on the LCD about incoming and
outgoing faxes can include:

ltem Descri ption
Job number The number the WorkCentre assigns to the job.
Destination Outgoing fax

Individual name or fax number

Group name or number

Number of fax numbers, if you're sending the fax
to more than one fax machine

Mailbox number

Fax number of the machine from which to retrieve
a stored document (poll or poll in)

Destination Incoming fax

Fax number of the machine sending the fax

Number of pages If available, total number of pages to be sent

Type of job Outgoing fax

Send
Mailbox nn (fax stored to a mailbox)
Be polled (document stored for remote retrieval)

Incoming fax

& 06 ® ® ©
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Intro
ltem Descri ption
Receive
Poll (retrieving a document from a remote fax
machine)
Job status Outgoing fax
—~
Pending (queued for dialing)
Redial (waiting to redial) F
Stored (waiting to print or be retrieved) ax
HH:MM am/pm (waiting to be faxed at a later
time) pomesane o
Incoming fax
Stored (waiting to be polled)
| s————
Copy
ey
R
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== (Canceling a fax job fntro
You cancel a fax job at the WorkCentre.
1. Atthe WorkCentre control panel, press the
JOB STATUS key.
2. Do one of the following: —
* Press th&kIGHT ARROW key until the job you
want to cancel displays. Fax
* Press thddOB STATUS key until the job you want
to cancel displays. pr—
| 3. PressSTOP.
4. If a password is required, type the password and presg
ENTER.
5. Pres€NTER to confirm that you want to cancel the
jOb- /0j
C-—-
e 6 & @
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Chapter 4 Intro

T Printing Documents

Printing guidelines
Printing a document
Setting printer options —t
Setting advanced image quality options

Using preset files

Saving printer options to a preset file

Editing the printer options defined in a preset file
¢==2 Using a preset file for a print job Print
Deleting a preset file

Using printer services

Checking the status of your current print job
Maintaining the color print head or high capacity ink jet

cartridge —
Choosing the printer status display options

Checking the status of your pending print jobs
Loading envelopes
Printing from DOS
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The WorkCentre provides high quality color and black-
and-white printing. You can print on a range of media,
including plain paper, transparency film, and envelopes.
On-screen ink level gauges enable you to easily monitor
your ink supply.

Printing guidelines

Before printing documents on the WorkCentre, review the
following guidelines.

intro

Set the WorkCentre as your default printer

If you didn’t set the WorkCentre as your default printer
during software installation, you'll want to set it as
your default printer to have your documents
automatically print on the WorkCentre.

* In Windows 95, click the Start button, point to
Settings, and then click Printers. Double-click the
Xerox WorkCentre 400c Series icon, click Printer,
and then click Set as Default.

 In Windows 3.1/3.11, double-click the Print
Manager icon. Click Xerox WorkCentre 400c
Series, click Printer, and then click Set Default
Printer.
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c' 5 Choose and load media

For a list of the types of media you can use for printing
and media loading instructions, see Chapter 5, "Copy."
For instructions on how to load envelopes in the
WorkCentre, seelbading envelopédater in this
chapter.

Understand the print modes

You can press the MODE key several times to switch
among the options:

Print & fax To print documents and receive faxes.

Printer onl y To print documents from your PC. Faxes
received at the WorkCentre are stored to
memory.

Offline To disable the printer.

& 06 ® ® ©
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Printing a document

You print a document on the WorkCentre from a
Windows application. The WorkCentre prints one-
sided pages within these margins:

Left: 5mm Top: 5mm

intro

Right 5mm Bottom: 12.7 mm P

1. Atyour PC, open the document you want to print.
2. On the File menu, click Print.

Note If you are using Windows 95, you can also —

drag the icon for your document onto a printer
shortcuticon on your desktop. See your Windows
95 documentation for information on creating

shortcuts. e

3. Inthe Print dialog box, choose the options you
want and click OK.

The WorkCentre 400c Series Status window and Spoo|
Manager display on the Windows taskbar or desktop.
You can open the Status window to view the status of]
the current print job or open the Spool Manager to
view the print queue.

Print
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e==> Setting printer options Intro

Before you print a document, you can change the size anfl ___,
orientation of the document, select the printing media, anc
set the print quality. The settings you choose are used untjl
you change them.

Note Some applications may override any of the
options you choose.

1. Atyour PC, do one of the following:

* From the application’s File menu, click Print. Inthe =
Print dialog box, click Properties (or Setup).

e « Double-click the WorkCentre icon. In the Print
WorkCentre 450c Status window, click Printer. The
Main Controls property page displays (see following

page).
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Printer options

Click to open Printer
Services options

Advanced T Prezets T About
Prezet Hame:
<none> =
@) Color | J|
;s_ O Black and White Copies
; = 1 ﬂ [ Collate
::|:: Type I—I [~ Reverse Drder
® Auto O Photo
) Graphics O Text Media:
Plain Paper -
" Py Quality | J|
] ) Fast Media Size:
® Normal |Leller 85x11in j|

i O High Quality

Printer Services

@ Paortrait
O Landscape

Defaults |
0K ] Cancel Default A1l | Help |

173

2. Change the defaults for any of these options:

Mode

Prints the document i@olor or Black and White.

To print in color, the color print head and ink

cartridges must be installed in the WorkCentre. To
print in black and white, either the color print head
and cartridges or the high capacity ink jet cartridge

can be installed.

R 06
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Type
Selects the image quality to use based on the
contents of the document. Options Atgo, Photo,
Graphics, andText.

Print quality

Sets printing at different speed and print quality
combinationsFastuses the fastest speed
appropriate for the selected medieprmal
provides letter quality printing, artdigh Quality
provides high quality printing at a slower speed.

Preset name
Loads a file with predefined printer settings. Sel

noneif you don’t have a file of predefined settingsf’”r”r
See “Saving printer options to a preset file,” later in

this chapter, for more information.
Copies

Specifies the number of copies to print, from 1 t
99.

Collate

Arranges, in sequential order, multiple copies of
same document.

© © @ @ @ ®
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Reverse order

Prints the document from last page to first page.
Media

Specifies the type of paper used for printing.

Media size
Sets the paper size used for printing.
Portrait or Landscape
Sets the paper orientation.
3. Click OK.

& 06 ® ® ©
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e==> Setting advanced image quality Intro
options

You can control advanced image quality features, including
image brightness and halftone printing.

1. Atyour PC, do one of the following:

-

* From the application’s File menu, click Print. In the
Print dialog box, click Properties (or Setup).
* Double-click the WorkCentre icon. In the
WorkCentre 450c Status window, click Printer. —
2. Click the Advanced tab to display the Advanced
c'! > property page (see following page). Print
—
e o
==
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— Sets halftone rendering

Herox WorkCentre 400c Series
Main Controls | Advanced Prezets T About
" Intensity Halftone
Controls image O Hone
brightness . FI = O Fine Dither

&) High Speed Air Brush
) High Quality Air Brush

Sets optimum print
quality

| Image Options
[ Automatic Image Enhancement
Ly [ Mirror Image

7

Reverses image /1

0K Cancel | Default All Help |

177

3. Change the defaults for any of these options:

Intensity

Adjusts the image brightness, by darkening or
lightening text and graphics.

Automatic image enhancement

Sets optimum print quality for pictures and
photographs.

R0 668 06
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c' 5 Mirror image Intro
Reverses the image from left to right for special
applications such as transfer media. —t
Halftone

Sets the halftone rendering. Udeneto print solid
colors and blacki-ine Dither for business graphics

such as pie charts and bar graptigh Speed Air ' |
Brush for pictures and photographs with the best
combinations of quality and speed, dtidh
Quality Air Brush for high quality pictures and
photographs. —
4. Click OK.
| == Print
Using preset files

You can save your printer options to a file callquteset
You can later open the saved preset file and use the
predefined printer options for a print job.

Using preset files eliminates specifying printer options forf—
each type of print job. For example, you can create a presét
file that defines the options for printing color transparencies
and use the file each time you print color transparencies.

=
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c==o Saving printer options to a preset file

=

5. You can save printer and advanced image quality

options to a preset file

1. Atyour PC, do one of the following:

* From the application’s File menu, click Print. In the

Print dialog box, click Properties (or Setup).

* Double-click the WorkCentre icon. In the
WorkCentre 450c¢ Status window, click Printer.

2. Click the Presets tab to display the Presets property

page.
Xerox WorkCentre 400c Series
Main Controls T Advanced T ‘Presets | About
" List of Presets
| <none> jl
Apply | Save As... | Delete |
' Main Controls
Output Style: | Color, Auto j|
Print Quality: Normal J
Media: Plain Paper ﬂ
Printer options Media Size: Letter 8.5 % 11 in -
Orientation: | Portrait j|
. Collate
i EE II: Reverse Order
" Adwanced
Advanced im age Intensity: EE Halftone: |High Speed Air Brush j|
qu allty OpﬁO ns [ Automatic Image Enhancement [ Mirror Image
[ ok ] Cancel | Default All | Help |
| |

R 06
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c== 3- UnderMain Controls andAdvanced, set the options

you want. Refer to the sections “Setting printer

intro

options” and “Setting advanced image quality options” |,

for information on the options.
4. Click Save As.

5. Inthe Save As dialog box, type a name inRheset
namebox and click OK.

6. Click OK.

Editing the printer options defined in a preset file

You can change any of the options defined in a preset file.

c==a 1. Atyour PC, dwne of the following:

=

* From the application’s File menu, click Print. In the

Print dialog box, click Properties (or Setup).

* Double-click the WorkCentre icon. In the
WorkCentre 450c¢ Status window, click Printer.

2. Click the Presets tab.

3. Select the preset file you want to edit from the List of

presets.

4. Under Main Controls and Advanced, change the

options you want.
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Refer to the sections "Setting printer options" and
"Setting advanced image quality options" for
information on the options.

5. Click OK.
6. Inthe confirmation box, click Yes to save the changes
7. Click OK to save the changes to the same preset file.

Using a preset file for a print job

1. Atyour PC, done of the following:

* From the application’s File menu, click Print. In the
Print dialog box, click Properties (or Setup).

* Double-click the WorkCentre icon. In the
WorkCentre 450c Status window, click Printer.

2. Click the Main Controls tab.

3. InthePreset namebox, select the preset file to use for
the print job.

4. Click OK.
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c==o Deleting a preset file

When you no longer need a preset file, you can delete it.
1. Atyour PC, dane of the following:

* From the application’s File menu, click Print. In the
Print dialog box, click Properties (or Setup).

e Double-click the WorkCentre icon. In the
WorkCentre 450c¢ Status window, click Printer.

2. Click the Presets tab.
3. Select the preset file you want to delete fromLibe

of presets
~_ 4. Click Delete.
5. Inthe confirmation box, click Yes.
cC—2
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Using printer services

You can use printer services to view the status of your

current print job and the ink level in the cartridges, maintain|

the color print head and high capacity ink jet cartridge, anc
choose the conditions under which the printer icon or Statu
property page displays on your desktop.

Checking the status of your current print job

The Status property page lets you monitor the progress o

the current print job, and view any printer status message
or errors. You can also determine the level of ink in the
currently loaded ink cartridge(s).

1. Atyour PC, do one of the following:

* |n Windows 95, click the Xerox WorkCentre 400c
Series button on the taskbar.

e In Windows 3.1 or 3.11, double-click the Xerox
WorkCentre 400c Series icon on the desktop.

The Status property page displays (see following
page).
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IS B3

Status
Shows progress of

print job

AN

T Print Head T

Dptiong

" Job Progress \
Microzoft Word - Propozal. doc
Copy: 1 of1
Page: 2of 10
13% | % Complete
Cancels print job
N\ Cancel Print | yZ Pauze |
/

Pauses print job

" Ink Level

Shows ink levels

Print Diriver

Help I

2. To cancel the current print job, click Cancel Print.
3. To pause a print job, click Pause.

4. Do one of the following:

» Click Close to exit the printer settings.

» Click Print Driver to return to the Main Controls
property page and keep the Status property page

open.

& 06
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c==o Maintaining the color print head or high capacity

Ink jet cartridge

You use the Print Head property page to perform
maintenance tasks such as cleaning, replacing, and alignir|g
the color print head and high capacity ink jet cartridge.

Note You can also clean and replace the color print
head and high capacity ink jet cartridge using the
CARTRIDGE key on the control panel.

1.
2.

= 3.

At your PC, double-click the WorkCentre icon.
In the WorkCentre 450c Status window, click Printer.

On the Main Controls property page, click Printer
Services.

Click the Print Head tab to display the Print Head
property page (see following page).
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Optionz

print head AN

| Maintenance Default Pint Head

Clean |
Change |
Maintenance

buttons align.. |

— ® Color

{) High Capacity Black

Demo Print |
Test Print |

Close I | Help

5. UndemDefault Print Head, click the type of print head

currently installed in the WorkCentre:
Color

Color print head and ink cartridges.
High Capacity Black

High capacity ink jet cartridge.
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6. UnderMaintenance, click one of the following Intro
buttons:

Clean I
Cleans the color print head or high capacity ink jet
cartridge.

Change

el

Moves the printer carriage to the center positior] so
you can remove the print head or ink jet cartridge.

Align
Correctly positions the print head or ink jet W
cartridge in the printer and prints a test pattern that
you can use to verify the alignment. Print
Demo Print
Prints a sample page that demonstrates the  ——

WorkCentre’s printing capabilities.
Test Print

Prints a diagnostic sample page that you can uge to
determine printer problems.

7. Click Close.
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c==a Choosing the printer status display
options

or Status property page displays on your desktop. You ca
specify the display settings for idle, printing, and error
conditions.

1. Atyour PC, double-click the WorkCentre icon.
2. In the WorkCentre 450c¢ Status window, click Printer.

3. Onthe Main Controls property page, click Printer
Services.

4. Click the Options tab to display the Options property
==> page.

i
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c==a ©. Undemisplay Conditions, click the option you want
when the printer igdle, Printing, and in need of
attention Error ):

Icon
Displays a printer icon on the desktop.
Window
Opens the Status property page on the desktop.
6. Click Close.

Checking the status of your
pending print jobs

The WorkCentre 400C Series Spool Manager holds the
documents queued for printing. You can view the status
a pending document and change its status.

1. Atyour PC, dane of the following:

* In Windows 95, click the Xerox WorkCentre 400C
Series Spool Manager button on the taskbar.

400C Series Spool Manager icon on the desktop.

=2
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The Spool Manager window displays, showing the list
of print jobs pending on the WorkCentre and the status
of each job.

. To change the status of a print job, click the document

name and then click one of the following options from
the Document menu:

Hold

Does not print the document, but keeps it in the
gueue, or prints the document if it was held in the

intro

S—

qgueue.
Keep after printing

Keeps the document in the queue after it's printed
for printing at a later time.

Delete

Removes the document from the print queue.
Requeue

Changes the document’s position in the print queue
Info

Displays information about the print job.

Print
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c==a 3. Tochange the status of the print queue, do the
following:

» Under Printer/document name, click Xerox
WorkCentre 400c Series.

* On the Queue menu, click Hold to stop printing the
documents in the print queue, or to release a held
print queue.
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c==2 Loading envelopes

You can load either letter- or legal-size envelopes.

1. Remove the printer output tray and any media from the
paper tray.
2. Lift the envelope guide located on the paper tray.

intro




193

c==a 3. Loadup to 10 envelopes flap side up and against the | intro
envelope guide in the paper tray.

Print

Copy
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c==a 4. Slide the paper guide to the left until it rests lightly
against the envelopes.

=2

5.

Install the printer output tray.
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e==> Printing from DOS Intro

If you print from DOS or a DOS application, the I
WorkCentre 450c includes a software application called th(}

DOS Control Panel. The DOS Control Panel enables you t
change DOS printing options such as font, point size, an

page orientation. |
1. In DOS, do one of the following:
 On Windows 95 systems, change to the directory
c:\ProgramFiles\Xerox\WorkCentre450c.
e On Windows 3.1/3/11 systems, change to the —
directory c:\xerox\xw450c.
&= 2. Typex400cnpl Print
3. Inthe Control Panel window, change the options you
want.
4. TypeO (for OK).
5. The options you chose are set on the WorkCentre.
Note Some DOS applications override the options
you set on the Control Panel
e
r
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== Chapter 5
Copying Documents

The WorkCentre provides high quality black-and-white

copying at speeds up to three pages per minute. You can
make up to 99 copies of a single document, collate multiplg
copies, and reduce or enlarge originals.

Choosing the media to use
Loading paper

c==9 Loading transparency film
Copying a document

intro

prrr————

r—

Print

Setting copy collation before copying a document
Changing copy quality
Using a document carrier
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e==a> Choosing the media to use

You can copy documents on the following types of media.

Type of Media Maximum number of sheets in

paper tray

Plain paper

(16 to 36 Ib or 60 to 135 g/m2)
Letter 8.5x11 in (216x279 150 sheets (20 Ib or 75 g/m2)
mm
Legal 8.5x14 in (216x356 150 sheets (20 Ib or 75 g/m2)
mm
A4 8.3x11.7 in (210x297 150 sheets (20 Ib or 75 g/m2)
mm

Xerox ink jet high resolution paper (let- 150 sheets (20 Ib or 75 g/m2)
ter and A4)

Xerox ink jet photo glossy paper (letter 150 sheets (20 Ib or 75 g/m2)
and A4)

Xerox ink jet transparency film (letter 10 sheets
and A4)

Xerox ink jet fabric transfer (letter and 1 sheet
A4)

Card stock (110 Ib index or 110 to 200 10 sheets (90 Ib index or 143 g/m2)
g/m2)

No. 10 envelopes (20to 24 Ib or 75t0 10 envelopes (20 Ib or 75 g/m2)
90 g/m2)

Paper-faced labels 1 sheet

& 06 ® ® ©
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e==> Loading paper Intro

You can load letter, legal, and A4 size paper. To avoida | —.
printer jam, do not load paper in the paper tray while the
WorkCentre is printing.

1. Remove the clear, plastic printer output tray.

2. Make sure the paper guide is positioned to the far right—
side of the paper tray.

3. Slide out the paper tray extension.
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c==a 4 Insertup to 150 sheets of 16 to 24 Ib paper print side | /ntro
down in the paper tray.

The arrow on the paper’s packaging indicates the print——-
side.

| == rint
Copy
5. Install the printer output tray.
e 6 & ®




e==2 Loading transparency film

adhesive strip first.

& 06 ®
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When loading transparency film, insert the end with the
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Copying a document

intro

You copy a document using the keys on the WorkCentre

control panel. Before copying a document, you can changJ;

the contrast and reduce or enlarge the original. The settin
you choose are used for the document you are copying.
After you've made the copies, the WorkCentre returns to its
default copy settings.

When you copy a document, the WorkCentre stores the
document to memory and then prints the copies. If the

memory becomes full while copying, the WorkCentre stops|

scanning and copies the pages already stored to memory
To free up WorkCentre memory, delete any documents

stored to memory or make single copies of your document.

1

1. Atthe WorkCentre 450c, load up to 20 pages face
down in the document tray.

2. Pressth€OPY key.

3. To make more than one copy, enter the number of
copies using the numeric keypad.

To change the number you entered, peesd/
CLEAR and enter a new number.

R0 668 06
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4. To change the lightness and darkness of your copies,
press theCONTRAST key several times to switch
among these options:

Normal For documents with good dark and light
values.

Lighten For documents that are too dark.

Darken For documents that are too light.

Photo normal For photographs and documents that contain
different shades of gray.

Photo li ghten For photographs and grayscale documents
that are too dark.

Photo darken For photographs and grayscale documents
that are too light.

5. To reduce or enlarge your document, press the SIZE
key several times to switch among th&see options:
95%, 100%, 125%, 150%, 75%, 80%, 85%, 90%.

6. PressSTART.

If you don’t want to copy the document, remove any
pages from the document tray and pres&kg/
CLEAR key to remove the page fed into the scanner.

RO 06 @ @ ®
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e==0 Selting copy collation before

copying a document

By default, the WorkCentre does not collate multiple
copies. You can change the default setting at the control
panel to have the WorkCentre always collate multiple
copies.

Note The WorkCentre stores the document to
memory before printing the collated copies. If the
WorkCentre’s memory runs low, it will not collate the
copies.

1.

o ks W

At the WorkCentre 450c, preSENU.

Press 5 [Setup] arttENTER.

Press 7 [Control panel] aBtNTER.

Press 7 [Collate copies] aeNTER.

PresfKRIGHT ARROW to display [yes] an&ENTER.
Pres$SSTOP to exit the menus.

The WorkCentre is set to collate multiple copies of the
same document. To copy a document, see the previou
section, “Copying a document.

RO 06 @ @ ®
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e==> Changing copy quality Intro

The WorkCentre is set to print copies at fast speed. You cap—.
change the copy speed to print copies at a slower speed with
higher quality results.

1. Atthe WorkCentre 450c, press the MENU key.
2. Press 6 [Printer] and ENTER. ——
3. Press 3 [Fax/copy quality] and ENTER.
4.

Press RIGHT ARROW to display [normal] and
ENTER.

The WorkCentre sounds a confirmation beep.
c==a 5. Press STOP to exit the menus.

Copy
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e==0 USIing a document carrier Intro

When copying fragile documents and photographs, useal .
document carrier to protect your original. A document
carrier is a protective "sleeve" that has a clear plastic front
and a white paper backing.

Use a document carrier when copying these types of A
originals:

* Photographs
» Torn or wrinkled documents
* Thin originals, such as invoices

» Graphic art, such as newsletter paste-ups and
collages

Load the document carrier in the WorkCentre’s documenti______
tray with the sealed edge down and the clear front facing
away from you.

Copy

Caution Do not use a document carrier for originals
thicker than a photograph. Otherwise, you could
damage the WorkCentre’s scanner.

=
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== Chapter 6
Scanning Documents

Specifying the location of your scanning application
Scanning a document

Scanning a document using Pagis Pro 97

Scanning a document using TextBridge Pro

Scanning a document using another scanning application
Using a document carrier

& 06 ® ® ©
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The WorkCentre includes TWAIN-compliant PC scanning
functionality that is compatible with most scanning
applications. Included on your WorkCentre CD-ROM is
Xerox Pagis Pro 97 and TextBridge Pro software. If your
PC does not have a CD-ROM drive, you can obtain the
software on floppy disk using the order form that came with
the WorkCentre.

Pagis Pro 97 and TextBridge Pro provide you with the
scanning and optical character recognition (OCR) softwarg
you need to convert paper documents to fully editable
electronic documents.

Specifying the location of your
scanning application

If you installed Pagis Pro 97 or TextBridge Pro, the
application’s location is specified in the ControlCentre
Properties dialog box. This enables the application to run

intro

automatically when you press the WorkCent&GAN

key. If you are using a different scanning application, you
need to specify the application’s location in the
ControlCentre Properties dialog box.
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If you don’t know the name of the folder (directory) in
which your scanning application was installed, you can
browse your hard drive to look for the application.

1. Atyour PC, dane of the following:

* In Windows 95, click the WorkCentre icon on the
taskbar with the right mouse button and then click
Properties.

* In Windows 3.1 or 3.11, click the WorkCentre icon
on the desktop with the left mouse button and then
click Properties.

The ControlCentre Properties dialog box displays.

ControlCentre Properties E |
Dizplay status window
[T At start-up
¥ On gmor
[ On waming

W Show icon on the taskbar

. . —When Scan button is prezszed
Click Run scanning

application

¥ Fun scanning application:

IE:\F‘rugram Filez\Pagizhzcantool exe

Click to find your scanning

application’s location on Browse. .. |
your hard drive
(1] I Cancel | Help |

R0 668 06
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2. Click Run scanning application. Intro
3. Click the Browse button to look for the scanning
application’s location. —t
4. Click the application and then click Open.
The application’s location displays in the Run scanning
application box.
5. Click OK.
g
e
o
Scan
—d
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e==> Scanning a document Intro

The WorkCentre scans a black-and-white documentat 10,
seconds per page. You can scan letter-, legal-, and A4-size
documents.

This section provides instructions for scanning documentg
using Pagis Pro 97, TextBridge Pro, and other scanning }——
applications.

 —
c—2
-
—
Scan
—
==
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c==o Scanning a document using Pagis Pro 97

Indic ates the type of
document page

E Specifies the name

and location of the
saved document after
it's scanned

Scans the document
from the W orkCentre
to your PC

T Pagis Scan Tool - S5canner

% Scanner

—Fage Type

g Copier @ Fax

 Any Document
" Magazine Article
& Lether

" Photograph

" Business Card :
Properties.... |

" Custom

Browse... |

Save I IPagisInbox j
File Marne: ILetter.:-cif ﬂ

For scanning Letters and Business documents that don't
contain pictures. This is the faztest way to zcan a document.

Scan I Cloze | Help |

3. Select the options you want and click Scan.
The WorkCentre begins scanning the document.

For information on how to use Pagis, see the Pagis online
help or Pagis Pro 97 Getting Started.

& 06
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1. Atthe WorkCentre 450c, load up to 20 pages face
down in the document tray.

2. Press th&CAN key.
The Pagis Scan Tool opens on your Windows desktop

® @ ©
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c==o Scanning a document using TextBridge Pro

=

1.

2.
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At the WorkCentre 450c, load up to 20 pages face

down in the document tray.

Press th&CAN key. The TextBridge Pro window
opens on your Windows desktop.

Click Go on the TextBridge toolbar. The WorkCentre

400c Series Scanner Setup dialog box displays.

WorkCentre 400c Series Scanner Setup

Paper Size ILetler

Besolution I Fine

[
[
Color Depth IBIack and white j
[

Contrast INulmaI

[~ Apply Halftone to Photo

Choose from the following options:
Paper Size

intro

Specifies the document size you are scanning: letter,—

legal, and A4.
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Resolution

Sets the scan resolution. Options are fine (200 x 20(
dpi) and superfine (300 x 300 dpi). Superfine is
recommended for OCR processing.

Color Depth

Specifies the number of bits per picture element
(pixel) at which the scanned image is stored in a file.
Options are black and white and 16 shades of gray.
Black and white is recommended for OCR
processing.

Contrast

Adjusts the lightness and darkness of the scanned
document. Options are darken, normal, and lighten.

Apply Halftone to Photo

Processes a photographic image into halftone dots.
Use this option when scanning original photographs
and using black-and-white color depth.

intro

5. Click OK. The WorkCentre begins scanning the
document.

For information on how to use TextBridge, see the
TextBridge documentation.
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c==a Scanning a document using another scanning Intro
application

This section provides a general procedure for scanninga|—
document using other scanning applications. See the
application’s documentation for specific information.

1. Atthe WorkCentre 450c, load up to 20 pages face
down in the document tray. [ ‘

2. Press th&CAN key.

The scanning application opens on your Windows
desktop.

3. If you are using the WorkCentre 450c to scan a
cls document for the first time, you need to set the
WorkCentre as your scanner source. Do the following:

 Onthe File menu, click Select source, or click Twain }——
and then Select source.

* Do one of the following:
In Windows 95, click WorkCentre 400c Series (32).

In Windoyvs 3.1/3.11, click WorkCentre
400c Series (16).
——d

=
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4. On the File menu, click Acquire, or click Twain and Intro
then Acquire. The WorkCentre 400c Series Scanner
Setup dialog box displays. [ ——
Paper Size ILeller j
BResolution I Fine j
Color Depth IBIack and white j pr————
Contrast IanmaI ﬂ
I” Apply Halftone to Photo
Lancel | About |
g
5. Choose from the following options:
Paper Size
Specifies the document size you are scanning:
letter, legal, and A4. —
Resolution
Sets the scan resolution. Options are fine (200 x 200
dpi) and superfine (300 x 300 dpi).
o
Scan
—d
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Color Depth

Specifies the number of bits per picture element
(pixel) at which the scanned image is stored in a file.
Options are black and white and 16 shades of gray.

Contrast

Adjusts the lightness and darkness of the scanned
document. Options are darken, normal, and lighten.

Apply Halftone to Photo

Processes a photographic image into halftone dots.
Use this option when scanning original photographs
and using black-and-white color depth.

c==a 6. Click OK. The WorkCentre begins scanning the

document.

RO 06 @ @ ®
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Using a document carrier

When copying fragile documents and photographs, use a
document carrier to protect your original. A document

carrier is a protective "sleeve" that has a clear plastic froni
and a white paper backing.

Use a document carrier when copying these types of
originals:

* Photographs
» Torn or wrinkled documents
* Thin originals, such as invoices

» Graphic art, such as newsletter paste-ups and
collages

Load the document carrier in the WorkCentre’'s document]
tray with the sealed edge down and the clear front facing
away from you.

Caution Do not use a document carrier for originals

intro

thicker than a photograph. Otherwise, you could
damage the WorkCentre’s scanner.
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Chapter 7
Troubleshooting

This chapter provides the Xerox Customer Support Centef

telephone number, explains how to solve common
WorkCentre problems, and describes the messages you
might see when using the WorkCentre.

Calling the Xerox Customer Support Center
Clearing paper jams

Clearing printer jams

Clearing scanner jams

Solving WorkCentre problems

Solving communication problems between the WorkCentre
and your PC

Solving problems when sending faxes

Solving problems when receiving faxes

Solving copying and printing problems

Solving scanning problems

Understanding WorkCentre messages

intro

R

Print
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Calling the Xerox
Customer Support Center

If you are unable to solve a WorkCentre problem using
guide or the online Help, call the Xerox Customer Supy

Center. Before calling, make sure you have the following

information:

* WorkCentre’s serial number, which is located aba
the parallel port on the back of the machine

* WorkCentre 400c Series Software and firmware
version, which is specified in the About box

* Windows operating system version (Windows 95
Windows 3.1, or Windows 3.11)

 Amount of memory in your PC

intro

——
his
ort

————
ve

» [Information about the problem, including the steds )
taken to create the problem, any error messages,| and

the expected behavior.

The Xerox Customer Support Center telephone numbe
the United States and Canada is:

1-800-TEAM XRX (1-800-832-6979)

Call from a telephone near your PC and the WorkCenty

rin
o

Make sure both your PC and WorkCentre are turned o
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e==> Clearing paper jams Intro

Paper can jam in the WorkCentre’s printer or scanner. |,
When a jam occurs, the WorkCentre displays a message qn
the control panel LCD, and displays a graphic and message
in the WorkCentre 450c¢ Status window on your PC.

E F"l".l:f?l"
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Clearing printer jams

A printer jam can occur as paper is fed from the paper

intro

tray

to the WorkCentre’s printer. After clearing a printer japr,—

you will need to reprint the jammed page.

Note To avoid printer jams, do not load paper in the
paper tray while the WorkCentre is printing.

1. Remove any paper from the paper tray and the pr
output tray.

& 06 ® ® ©
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cls 2 Doone of the following:

 |f the paper’s trailing edge is visible in the paper
tray, grasp the edge and press and holdrEteD
key. The WorkCentre backs out the page.

222
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 |f the paper’s leading edge is visible, grasp the edgq /ntro
and press thEEED key. The WorkCentre feeds the
page forward.

R

Print

4




c==o 3. [fpartorall ofthe paper remains jammed in the
printer, do the following:

 Remove any paper from the paper tray.

paper tray completely. Remove the tray.

=2
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* Press one of the green locking latches and push the
paper tray backward to release one side of the tray.

* Press the other green locking latch to release the

& 06 ® ® ©
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c' 5  Remove the jammed paper from the rear of the Intro
WorkCentre. You can press and hold BtED key
to back out the paper. I

» To reinstall the paper tray, squeeze the front and
back sides of the paper tray together and insert the
tray into the slot at the rear of the WorkCentre.

» Pull the tray forward until it locks into place.

* Load the paper in the paper tray and install the
printer output tray.

=2
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c==> Clearing scanner jams

tray to the WorkCentre’s scanner.

1. Remove any pages from the document tray.

2. Press th&XIT/CLEAR key to clear the document
page.

3. If the WorkCentre doesn’t clear the page, open the

scanner cover by grasping the top edge of the cover
and pulling it toward you.

- //

intro

Scanner jams can occur as paper is fed from the documept




4. Pull the jammed page up and ouit.

5. Close the scanner cover.

227
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Solving WorkCentre problems _
C—2 intro
Use the solutions in this section to solve the problems thait
might occur while using the WorkCentre. —
Solving general WorkCentre
problems -
Problem Solution
My PC is not Do one or more of the following:
cqmmunlcatlng 1. Make sure power is supplied to both the P—
with the WorkCentre and your PC.
WorkCentre.
c—1 9 2. Make sure the WorkCentre is directly

connected to your PC using the parallel
cable. You should not connect an in-line
device such as an A/B switch or a print  —
buffer to the parallel cable.

3. Unplug the WorkCentre’s power cord, wait a
few seconds, and then reconnect it. Restart
your PC.

4. In the WorkCentre 450c Status window,
click the Test button. Follow the instructions
on your screen to test the communications
between your PC and the WorkCentre.

| p— Help
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Problem Solution
| can’t use the Press the JOB STATUS key to display the
WorkCentre for following message on the LCD:
other tasks when
I’'m making a Dial number, COPY or
phone call using press START to store
the telephone
attached to the Then perform the task you want.
WorkCentre.
| have audio or Do one or more of the following:

video problems on

) Make sure the ControlCentre is running. To
my PC when using

run the ControlCentre, double-click the

mul'iimedia WorkCentre icon.

applications. ,

PP 2. Close the WorkCentre 400c Series Status
window.

& 06 ® ® ©
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c==a Solving problems when sending

faxes
Problem Solution
| cannot send a fax. Do one or more of the following:

1. Check your telephone line connec-
tions and make sure you have a dial
tone.

2. Depending on your telephone
system, make sure the Dial mode
(tone or pulse) is set correctly on
the Phone Line property page.

3. Ifthe WorkCentre’s memory is low,

e print or delete the documents stored
to memory or in a mailbox.
The page background on Clean the platen cover in the scanner.
the faxes received by
other fax machines
IS gray.
Vertical lines appear on Clean the automatic document feed
the faxes received by rollers and platen cover.
other fax machines.
| e
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intro




231

c==3 Solving problems when receiving

=2

faxes

Problem

Solution

| cannotreceive Do one or more of the following:

a fax.

1.

Check your telephone line connections and
make sure you have a dial tone.

Make sure paper is loaded in the paper tray
and that a print head or cartridge is installed.

Clean the color print head or high capacity ink
jet cartridge and then run a test print. If the
print still appears faint, repeat the process
two more times. If the problems persists,
replace the print head or cartridge.

If the WorkCentre’s memory is low, print or
delete the documents stored to memory or in
a mailbox.

If the Receive option is set To memor vy, print
the faxes stored to memory.

Depending on how you’re using the
WorkCentre, make sure the following
telephone answer options are set correctly:

Answer mode
Rings to answer
Distinctive ring

& 06 ® ® ©
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c==a Solving copying and printing

problems

Problem Solution

| can’t print on the Do one or more of the following:

WorkCentre. 1. Check that your parallel cable connects the

WorkCentre to your PC.

2. Make sure that the Xerox WorkCentre 400c
Series is set as your default printer or
appears in the Print dialog box.

3. Pressthe MODE key. Make sure the Print
mode is setto Print & Fax or Printer onl .

4. Make sure the printjob is not held in the
Spool Manager queue. Open the Spoal
Manager, select the held document, and
click Hold in the Document menu.

The print is faint or Clean the color print head or high capacity ink

missing on my jet cartridge and then run a test print. If the print
copies or printed  still appears faint, repeat the process two more
pages. times. If the problems persists, replace the print

head or cartridge.

& 06 ® ® ©
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C— Problem Solution
There are streaks Do one or more of the following:
or Ilnes_on Make sure the printer output tray is
my copies or installed.

printed pages.

2. Clean the color print head or high capacity
ink jet cartridge. If streaks or lines still
appear, replace the print head or cartridge.

The print is blurry,
or jagged vertical
lines appear on

the printed pages.

Align the color print head or high capacity ink jet
cartridge. In the WorkCentre 450c Status
window, click the Printer button. Click Printer
Services on the Main Controls property page,
click the Print Head tab, and then click the Align
button.

E==3 My copies are gray
or a thin black line
appears on my
copies.

Clean the platen cover in the scanner.

Vertical lines
appear on the
faxes received by
other fax
machines.

Clean the automatic document feed rollers and
platen cover.

Blank pages print
after changing
the ink cartridge.

Make sure you removed the protective tape
from the cartridge.

=2

& 06 ® ® ©

intro

Help



)

234

Problem Solution
The print quality Do one or more of the following:
of my

transparencies is
poor.

1. Make sure Transparency is selected as the
Media on the Main Controls property page
(click Printer in the WorkCentre 450c Sta-
tus window to open the property page).
You also might need to use the applica-
tion's Page Setup command to select
Transparency.

2. Check that yourtransparency filmis loaded
properly. The end with the adhesive strip
must be loaded first.

My document
doesn’t feed into
the scanner.

Remove the paper from the document tray and
fan the pages. Make sure you do not load more
than 20 pages of 16 to 24 Ib paper in the tray. If
problems still occur, clean the automatic
document feed rollers.

The paper doesn’t
feed into the
printer.

Remove the paper from the paper tray and fan
the pages. Make sure you do notload more
than 150 pages of 20 Ib paper in the tray, and
do not load more than one type of media. If
problems still occur, clean the paper exit rollers.

& 06 ® ® ©
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Problem

Solution

The application
from which I'm
printing does not
use the printing
options | chose on
the Main

Controls property

page.

Some software applications override the
options set on the Main Controls property page.
Choose your printing options from the
application.

& 06 ® ® ©
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c==a> Solving scanning problems

Problem Solution

When | press the SCAN Do one or more of the following:
key, nothing happens.

1. Check that your parallel cable
connects the WorkCentre to
your PC.

2. Make sure a scanning
application is installed on your
PC and you entered its location
in the ControlCentre Properties
dialog box.

3. Make sure the WorkCentre fed
Fe— the first page of your document
into the scanner.

4. Inthe WorkCentre 450c Status
window, click the Test button.
Follow the instructions on your
screen to test scanning from the
WorkCentre to your PC.

& 06 ® ® ©
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e==0 Understanding WorkCentre
messages

you may see when using the WorkCentre.

Message Meaning Action
nnis a group. You cannot use a group Use a speed dial number
Cannot dial group.  speed dial number when for an individual (numbers
dialing manually. 01 through 94).

ADF pad low. starT  You may need to replace If you are not having paper
if OK, or menu 5, 9, 1. the automatic document feed problems, press sTarT
feed (ADF) pad. to clear the message and
continue using the ADF
pad. If paper feed problems
occur, replace the ADF pad.

Black low. sTarT if The ink supply in the black Check the printed pages. If

OK, Or cARTRIDGE. ink cartridge is low. the print quality is good,
press sTART to clear the
message and continue
using the cartridge. If the
print quality is not good,
replace the black ink
cartridge.

& 06 ® ® ©
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Message Meaning Action
Call ended. No dial The WorkCentre ended the Do one or more of the
tone. Check line. call, after using the following:

specified number of redials,
because it could not detect

a line current or a dial tone.

1.Make sure the
WorkCentre is connected to
a telephone wall plug.
2.Make sure your
telephone or answering
machine is connected to
the WorkCentre.

Can only poll.

WorkCentre memory is full.
You can retrieve a
document from another fax

Increase memory by
deleting or printing the
documents stored to

machine only. memory.
Can only view a job You cannot print the first No action.
with a document. page of the document

because itisn't stored in the

WorkCentre. The

WorkCentre could be

retrieving the document

from a remote fax machine.
Can only view/print  There are no pending jobs No action.
a pending job. on the WorkCentre.
Cannot cancel job  You tried to cancel a job No action.

being printed.

that the WorkCentre is
printing.

& 06
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Message Meaning Action
Cannot receive fax. The WorkCentre cannot Do one or more of the
Printer unavailable. receive the fax because following:

either the printer is
unavailable, you set the If
cannot print option to do
not answer, or there isn't
enough memory to store
the fax.

1.Make sure paper is
loaded in the paper tray.
2.Clear any printer jams.
3.Make sure a print head or
cartridge is installed.
4.Increase memory by
deleting or printing the
documents stored to
memory.

Cannot receive. Low

The WorkCentre cannot

Replace the print head or

ink. Change receive the fax because color ink cartridge.
cartridge. your ink supply is low.

Cannot run PC scan After pressing the scan key, Do one or more of the
application. the system could not run following:

the scanning application on
your PC.

1.Make sure you installed
a scanning application on
your PC.

2.0pen the ControlCentre
Properties dialog box and
make sure the application’s
location appearsinthe Run
scanning application  box.

Cartridge error.
Check printed
pages.

Part of your document may
not have printed completely
because of an ink cartridge
problem.

Check the printed pages
and reprint any pages as
needed.

& 06
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Action

Change ink:
carTRIDGE Key. Check
prints.

The WorkCentre ran out of
ink while printing an
incoming fax. The last page
printed and any following
pages are stored to
memory, provided there is
enough memory.

Install a new ink cartridge.
After installing the
cartridge, press sTarT to
print the pages stored to
memory.

Close printer
cover.

The printer cover is open.

Close the printer cover.

Color head low.
start If OK, or
CARTRIDGE.

You may need to replace
the color print head.

Check your printed pages.
If the print quality is good,
press sTART to clear the
message and continue
using the print head. If the
guality is poor, replace the
color print head.

Cyan low. starT if
OK, Or CARTRIDGE.

The ink supply in the cyan
ink cartridge is low.

Check the printed pages. If
the print quality is good,
press sTART to clear the
message and continue
using the cartridge. If the
print quality is not good,
replace the cyan ink
cartridge.
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Action

If long document,
START tO continue.
Or press exit to
clear scanner jam.

The WorkCentre detected a
long document in the
document tray or there is a
scanner jam.

If you are faxing a long
document, press sTarT. If
there is a scanner jam,
remove your originals from
the document tray, and
then press exiticLEar tO clear
the jam or open the
scanner cover and remove
the misfed page.

Ink low. starT if OK
Or CARTRIDGE key.

The ink in the high capacity
ink jet cartridge is low.

Check the printed pages. If
the print quality is good,
press sTART to clear the
message and continue
using the cartridge. If the
print quality is not good,
replace the high capacity
ink jet cartridge.

Input limit reached.

You cannot enter any more
speed dial numbers during
the current dialing
sequence.

Send the current job. After
the fax is sent, send the
document to the additional
numbers.
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C=-2 Message Meaning Action
Invalid date or time  You did not enter the date  Use one of the following
Date & Time or time using the correct formats to specify the date:
format. (1) MM/DD/YY
(2) YY/MM/DD
(3) DD/MM/YY
Enter the time using either
a 12- or a 24-hour clock.
For example, enter 03:45
pm if you're using a 12-hour
clock, or enter 15:45 if
you're using a 24-hour
clock.
Invalid entry You entered a Phonebook Enter a valid mailbox
number. or mailbox number thatis  number (1—5) or
not within the allowable Phonebook number
[ ] range. (individuals, 1—94;
groups, 95—99).
Invalid start time. You did not enter the time  Enter the time using either
Date & Time using the correct format. a 12- or a 24-hour clock.

For example, enter 03:45
pm if you're using a 12-hour
clock, or enter 15:45 if
you're using a 24-hour
clock.

Job will start when  The WorkCentre is busy

phone is available. sending or receiving a fax.
When the telephone line is
free, the job will start.

No action.

=2
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Action

Job will start when
printer is available.

You tried to retrieve a
document from another fax
machine when the printer
was unavailable and the If
cannot print option is set
to do not answer.

Try again when the printer
is available. Set If cannot
print to receive to memory
to retrieve the document to
memory if the printer
becomes unavailable
again.

Load cartridge
or color print head.

A high capacity ink jet
cartridge or color print head
is not installed in the
WorkCentre.

Install a high capacity ink
jet cartridge or color print
head.

Machine is busy.

Either there isn't enough
WorkCentre memory or the
phone line is not available.

Wait until the WorkCentre
completes the job. If
needed, delete or print any
documents stored to
memory.

Magenta low. starT
if OK, Or CARTRIDGE.

The ink supply in the
magenta ink cartridge is
low.

Check the printed pages. If
the print quality is good,
press sTART to clear the
message and continue
using the cartridge. If the
print quality is not good,
replace the magenta ink
cartridge.
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Mailbox n

has no entry.

There isn’t a mailbox with
that number on the
WorkCentre.

To print a list of the
mailboxes created on the
WorkCentre, open the
ControlCentre, click the
Mailbox tab, and then click
Print Mailbox List. Use a
number for which there is a
mailbox created on the
WorkCentre.

Mailbox not empty.
Print docs or delete.

You cannot delete the
mailbox because it contains
documents.

Before deleting the
mailbox, either print or
delete the contents of the
mailbox.

Memory full. Cannot
store document.

There isn’t enough
WorkCentre memory to
store the document in the
mailbox or to memory for
retrieval by a remote fax
machine.

Increase memory by
deleting or printing the
documents stored to
memory, and then try
again.

Memory full. Reload
unscanned pages.

The WorkCentre ran out of
memory during scanning.

& 06

Increase memory by
deleting or printing the
documents stored to
memory. Reload the pages
not scanned and restart
the job (when applicable).
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Memory is full.

There isn’t enough
WorkCentre memory.

Increase memory by
deleting any documents
stored in mailboxes or to
memory, or canceling any
pending jobs held in
memory.

Memory is full.
Can fax from ADF.

There isn’t enough
WorkCentre memory to
retrieve the document from
the remote fax machine.
You can send a fax.

Increase memory by
deleting or printing the
documents stored to
memory.

Memory is full. There isn't enough You can retrieve a
Cannot poll. WorkCentre memory and  document from another fax
you tried to send a fax machine only. Dial the fax
without loading a number and press sTarT to
c—-2 document in the document retrieve the document.
tray.
Memory is full. There isn’t enough Increase memory by
Cannot receive. WorkCentre memory to deleting or printing the
receive the fax. documents stored to
memory.
Memory is full. There isn’t enough Press the sTtor key to clear
Job was canceled. WorkCentre memory to the message. Increase
perform the task. memory by deleting or
printing the documents
stored to memory, and then
try again.
| ep—
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Action

Memory is full.
Poll was canceled.

There isn't enough
memory to retrieve the
document from the other
fax machine.

Increase memory by
deleting or printing the
documents stored to
memory, and then try
again.

Memory is full. Will
retry: MM-DD,
HH:MM am/pm.

There isn’t enough
WorkCentre memory. Your
fax will be sent at the
specified time.

Increase memory by
deleting or printing the
documents stored to
memory. If you do not want
to wait until the WorkCentre
sends the fax, press exim
CLEAR to remove the
document, and try faxing it
again.

Memory is full. Will
try dialing later.

There isn’t enough
WorkCentre memory and
the phone line is not
available. When the
WorkCentre’s memory
increases, it will continue
scanning the document and
then redial the number
when the phone line is free.

Increase memory by
deleting or printing the
documents stored to
memory. Make sure your
telephone line is
connected.

Menu not available
during fax job setup.

You tried to use other
menus before pressing the
sTarT key to send your fax.
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Press starT to send your
fax, and then perform
another task.
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Action

Need a fax number
to forward faxes.

You did not enter a fax
number for fax forwarding.

Enter the fax number to
which you want the
WorkCentre to forward your
faxes.

No active or pending
jobs to report.

There are no active or
pending jobs to either print
or cancel.

No action.

No answer.
All redials tried.

The WorkCentre used the
maximum number of redial
attempts and the remote
fax machine did not
answer.

Press stop to clear the
message. Check to make
sure the fax number is valid
and that the device is
functional. Resend the job.

No answer at
remote. No redials.

The remote fax machine did
not answer and redials are
not allowed.

Check to make sure the fax
number is valid and that the
device is functional.
Resend the job.

No answer at

The remote fax machine did

Check to make sure the fax

remote. not answer. The number is valid and that the
Will redial. WorkCentre will use all device is functional.

redial attempts.
No black ink. Either the black ink Insert a Xerox color ink

Load cartridge.

cartridge is missing or an
ink cartridge made for
another machine is
installed in the WorkCentre.

cartridge.

No black ink. Press
CARTRIDGE Key.

The ink supply in the black
ink cartridge is out.
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Insert a Xerox color ink
cartridge.
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No cyan ink.
Load cartridge.

Either the cyan ink cartridge
is missing or an ink
cartridge made for another
machine is installed in the
WorkCentre.

Insert a Xerox color ink
cartridge.

No cyan ink. Press
CARTRIDGE Key.

The ink supply in the cyan
ink cartridge is out.

Insert a Xerox color ink
cartridge.

No document to poll
or wrong password.

The WorkCentre is unable
to retrieve a document
because the remote fax
machine’s document tray is
empty or the documentisn’t
stored to memory.

Have the remote user verify
that the document s stored
for you to retrieve.

No documents in The mailbox doesn’t No action.
mailbox n. contain any documents.
No documents in The WorkCentre cannot No action.

memory to be
printed.

print because there aren't
any documents stored to
memory.

No magenta ink.
Load cartridge.

Either the magenta ink
cartridge is missing or an
ink cartridge made for
another machine is
installed in the WorkCentre.

Insert a Xerox color ink
cartridge.

No magenta ink.
Press carTRIDGE key.

The ink supply in the
magenta ink cartridge is
out.

Insert a Xerox color ink
cartridge.
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Message Meaning Action
No mailbox entries  You tried to print a mailbox No action.
to report. list, but there aren't any
mailboxes on the
WorkCentre.
No Phonebook You tried to print a No action.

entries to report.

Phonebook, butthere aren’t
any speed dial entries.

No yellow ink.
Load cartridge.

Either the yellow ink
cartridge is missing or an
ink cartridge made for
another machine is
installed in the WorkCentre.

Insert a Xerox color ink
cartridge.

No yellow ink. Press
CARTRIDGE Key.

The ink supply in the yellow
ink cartridge is out.

Insert a Xerox color ink
cartridge.

Open cover or press
exiT tO clear scanner.

The document either
remained in the document
tray or was partially fed into
the scanner.

Press eximicLEAR tO clear the
document, or open the
scanner cover and remove
the document.

Out of paper.
Please add paper.

The WorkCentre is out of
paper.

Load up to 150 sheets of
paper in the paper tray.

Paper misfeed or
jam. Press reep to
clear.

The paper did not load
properly into the printer.

Press the reep key to clear
the misfed or jammed
paper.
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Password
already in use.

You entered a password
used elsewhere on the
WorkCentre. For example,
you may have entered your
security password as the
password for a mailbox.

Enter a unique four-digit
password.

Password must
have 4 digits.

You did not enter a four-
digit password.

Check the password; be
sure to enter all four digits.

PC error. Reload
pages.

While using a PC
application to scan a
document, an error
occurred.

Reload the documentinthe
documenttray and try
scanning again.

PC error. Try again.

While using a PC
application to print or scan
a document, an error
occurred.

Retry the task. If you
receive the error message
again, restart your PC.

PC not connected.

The WorkCentre cannot

communicate with your PC.

Do one or more of the
following:

1.Make sure power is
supplied to both the
WorkCentre and your PC.
2.Make sure the printer
cable connects the
WorkCentre to your PC.
3.Turn your PC off, then
turn it on.
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Pending jobs full.
Try again later.

The job queue is full.

Delete or print any pending
jobs. Try the operation later,
after some pending jobs
have completed.

Phone is off hook.
Reseat handset.

The telephone connected
to the WorkCentre is off-
hook.

Place the handset on the
cradle.

Print Mode is offline.

You were unable to print
because the print mode is
set to offline.

Press the mope key to
change the print mode to
print & fax or PC printer
only.

Print Mode is PC
printing only.

You were unable to print or
copy because the print
mode is setto PC printer
only.

Press the mope key to
change the print mode to
print & fax.

Printer unavailable.

The WorkCentre cannot
print the documents stored
to memory, or is in use.

Do one or more of the
following:

1.Make sure paper is
loaded in the paper tray.
2.Make sure a print head or
cartridge is installed.
3.Make sure the printer
cable connects the
WorkCentre to your PC.
4.Clear any printer jams.
5.Wait until the current print
job finishes.

Printer paper jam.
Press reep to clear.

There is a paper jam in the
printer.

Press and hold the reep key
to clear the jam.
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Receive ended.
Press reep to clear.

The WorkCentre could not
receive the fax because of
a paper jam in the printer.

Remove any paper from the
paper tray and the printer
output tray, and then do
one of the following:

1.If the paper’s trailing edge
is visible in the paper tray,
grasp the edge and press
and hold the reep key as the
WorkCentre backs out the
page.

2.1f the paper’s leading
edge is visible in the printer
output tray, grasp the edge
and press the reep key. The
WorkCentre feeds the

Receive ended.
Paper out. Add
paper.

The WorkCentre ran out of

paper while receiving a fax.

Load up to 150 sheets of
paper in the paper tray.

Remote was busy.
All redials tried.

The remote fax machine’s
line is busy (busy tone
detected). The WorkCentre
used all the specified redial
attempts.

Check the telephone line
and verify that the remote
fax machine is functional.
Resend the job later.

Remote was busy.
Will redial.

The remote fax machine’s
line is busy (busy tone
detected). The WorkCentre
will redial the number.

You can wait for the
WorkCentre to redial the
number or you can send
the fax later.
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Scanner cover
open. Clear docs
and close.

Either the scanner cover is

Press exiticLEAR tO remove

open or you opened it while any pages from the

the WorkCentre was
scanning a document.

scanner, and then close the
scanner cover.

Scanner jam/long
original: No reply.

You did not press sTarT to
fax a long document. The
WorkCentre canceled the
job.

Resend the long document,
or if there is a scanner jam,
press exiT/cLEAR 1O clear it.

cover to clear.

Scanner jam. Open

The document did not load
into the scanner properly.

Remove your originals from
the document tray. Open
the scanner cover and
remove the misfed page.
Close the cover and reload
the document.

Scanner not
available.

You tried to copy or scan a
document while the
scanner was unavailable.

Do one or more of the
following:

1.Make sure the scanner
cover is closed.

2.Clear any scanner jams
by pressing the exiticLEAR
key.

3.0pen the scanner cover
to manually remove any
jammed pages.

Speed dial nn

=2

has no fax number.

You pressed a speed dial

Assign a fax number to the

number that doesn’'t have a speed dial number in your

fax number assigned to it.
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Will redial. No dial
tone. Check line.

The WorkCentre could not
detect a line current or dial
tone. The WorkCentre will
redial the number.

Do one or more of the
following:

1.Make sure the
WorkCentre is connected to
a telephone wall plug.
2.Make sure your
telephone or answering
machine is connected to
the WorkCentre.

Wrong password-
retry ***,

You entered an invalid
password.

Make sure you have the
correct password, then
enter itagain.

Yellow low. starT if
OK, Or cARTRIDGE.

The ink supply in the yellow
ink cartridge is low.

Check the printed pages. If
the print quality is good,
press sTART to clear the
message and continue
using the cartridge. If the
print quality is not good,
replace the yellow ink
cartridge.
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e==2> Understand error codes
This section lists the error codes you may see the
WorkCentre LCD and in printed reports. An error code
indicates a problem occurred during fax transmissions or
receptlon.
Code Meaning Action
EO001 Communication ended No action.
without errors.
EO0O3 The remote machine sent a Retry the operation. If
disconnect signal while the unsuccessful, test with a
WorkCentre was waiting known good machine.
for the remote machine to
. identify its capabilities.

c .2 EO004 The telephone line dropped Call the remote machine
while communicating with ~ with a handset to verify the
the remote machine. phone line is good. Then

retry the operation.
EO0O5 The remote machine did not Call the remote machine
respond while the with a handset to verify the
WorkCentre was waiting phone line is good.
for a confirmation to send.
The remote user may have
stopped the fax machine
while receiving, or the
telephone line could be
bad.

| ep—

e 6 & @

intro




Code

Meaning

256

Action

E006

Aninternal error occurred at
the WorkCentre. You may
have tried to send a
document, but it was not
found in memory, or the
data needed to send a
document could not be
found

Retry the operation.

EQO7

Aninternal error occurred at
the WorkCentre.

No action.

EO008

The remote machine did not
respond after the
WorkCentre’s three
attempts to confirm the
remote machine’s ability to
receive the fax. The
telephone line could be
noisy.

Retry the operation. If
unsuccessful, test with a
known good machine.

EO009

There is a transmission
speed mismatch between
the WorkCentre and the
remote machine, which can
be caused by a noisy phone
line. The two machines will
try different transmission
speeds.

Ifthis is a consistent
problem when sending a
fax to the remote machine,
always send the fax at
slower speed or at a later
time.

EO010

The WorkCentre timed out
when it received a (PRI)
signal (T3 timeout).

Check the WorkCentre with
a known good machine.
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Action

EO011

The remote machine is
busy. The WorkCentre used
all of its redial attempts.

Use a handset to check the
remote machine. Retry the
operation at a later time.

EO012

The WorkCentre received
an illegal disconnect signal
from the remote machine.
There could be a problem
with the remote machine.

Check the WorkCentre with
a known good machine.

EO13

The WorkCentre received
an unexpected signal or
illegal command from the
remote machine. There
could be a problem with the

remote machine.

Check the WorkCentre with
a known good machine.

EO014

While transmitting, the
WorkCentre received a
Memory Full or Out of

Check the remote machine
and the telephone line.
Reduce the transmission

Paper signal. The page was speed and try again.

not completely received, or
a page was received with
an unacceptable number of
errors. There could be
telephone line noise or line

errors.
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Code Meaning Action

EO15 The WorkCentre had an Check that junk mail is
error while transmitting, or  disabled on the remote
there were mismatched machine (this feature filters
identification signals out calls from unknown fax
between the two machines. numbers). Retry the

operation.

EO016 The WorkCentre received  No action.

a confirmation to end retries
from the remote machine
when it tried to end a
retransmission.

EO17 The password sent fromthe Call the remote location and
WorkCentre did not match verify the password. Retry
the password from the the operation.
remote machine.

EO020 The WorkCentre does not  Store a document to be
have a document stored for retrieved, and then contact
remote retrieval (poll out). the remote location to retry

the operation.

EO021 The password you entered Call the remote location and
to retrieve the document verify the password. Retry
from the remote machine  the operation.

(poll in) is incorrect.
E022 The remote machine does Check that junk mail is

not have the capabilityto  disabled on the remote
respond as requested. The machine. Call the remote

WorkCentre is not machine with a handset to
compatible with the remote verify it is still operable.
machine. Then retry the operation.
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E023 A line of data could not be  Check the WorkCentre with
decoded within the a known good machine.
prescribed time, or there is
a transmission speed
mismatch (receive errors).

E024 The WorkCentre timed out Call the remote location and
while receiving a fax have the fax resent, or
because it did not receive a retrieve the document from
command from the remote the remote machine (poll
machine within the in).
required time frame.

EO025 The remote machine Check the WorkCentre with
cannot do what you are a known good machine.
requesting from the
WorkCentre.

Communications are
terminated due to poor line
conditions resulting in too
many errors.
E026 The WorkCentre did not Check the WorkCentre with

receive a post message
response from the remote
machine after three
attempts. The WorkCentre
used all of its retry
attempts.

a known good machine.
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Code Meaning Action
EQ27 The telephone line dropped Call the remote machine
while the WorkCentre was  with a handset to verify the
receiving a fax from the phone line is good. Then
remote machine. retry the operation.
E028 The WorkCentre received  Call the remote location and
an incorrect password from verify the user has the
the remote machine. correct password. Retry
the operation.
E029 Internal machine error. Locate and correct the
error.
E039 The WorkCentre did not Make sure the
detect a dial tone and it WorkCentre’s phone line is
used all of its redial plugged in and operational.
attempts. Use a handset to dial the
remote machine and verify
that its line is good.
EO040 The remote machine tried  Make sure there is a

to retrieve a document
stored on the WorkCentre.

document stored to
memory or in a mailbox,
and then have the remote
user retry the operation. If
you don’t have a document
stored for remote retrieval,
notify the remote user.
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EO042 The remote machine did not Retry the operation, using
respond within 60 seconds correct DTMF procedures.
after starting the DTMF
operation. You may not
have entered the DTMF
digits within 60 seconds
after DTMF started.

E043 The remote machine does Check with the remote user
nothave a documentstored to verify a document is
for retrieval (poll in), or you stored for retrieval. If a
used an incorrect password is needed, make
password. sure itis correct.

E044 The WorkCentre did not Use a handset to call the
receive a response fromthe remote number and confirm
remote machine within 60  whether or notit's a fax
seconds. The WorkCentre machine. If you dialed a
used all redial attempts. remote fax machine, retry
There could be a problem  the operation.
with the remote machine or
it may not be a fax machine.

E045 The WorkCentre did not Retry the operation.

receive a response fromthe
remote machine within the
required time frame (T2
time-out error).
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Code Meaning Action
EO046 The WorkCentre did not Use a handset to call the
receive a response fromthe remote number and confirm
remote machine within the whether or notit's a fax
required time frame machine. If you dialed a
(CCITT T1 time-out error). remote fax machine, retry
The WorkCentre used all ~ the operation.
redial attempts. There could
be a problem with the
remote machine or it may
not be a fax machine.
EO048 The WorkCentre stopped  Increase memory by
receiving the fax because  deleting or printing the
its memory is full. documents stored to
memory. Set the Receive
option To print . Retry the
operation.
E049 The WorkCentre cannot Correct the printer problem

receive the call because of
a problem with its printer.
For example, you could
have the Receive option
set To print and the If
cannot print option set to
Do not answer . If the
WorkCentre cannot print
because of a problem, such
as no paper loaded, it will
not answer the call.

and retry the operation.
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The software that is included with the WorkCentre 450c
requires an IBM compatible PC with the following
specifications:

Xerox ControlCentre

« an Intel (or compatible) 80386, 80486, or Pentium™
microprocessor

 VGA, SVGA, or Multi-sync color monitor

« 8 megabytes (Mb) of random access memory
(RAM)

» a hard disk with a minimum of 10Mb of free space
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Pagis Pro (Windows95 only)

an Intel (or compatible) 80486 or Pentium™
microprocessor

VGA, SVGA, or Multi-sync color monitor

intro

16 megabytes (Mb) of random access memory (RA
and at least 16 megabytes (16Mb) of virtual memor
(swap space on your hard disk)

a hard disk with a minimum of 20Mb of free space ir
which to install Pagis Pro; the 20Mb minimum disk

)

space requirement enables installation of all Pagis Rro

application software and one OCR language pack.

E—

Please allow 700Kb for each additional language pdck

you intend to install.

Textbridge Pro
(Windows 3.1/3.11 only)

=

an Intel (or compatible) 80486 or Pentium™
microprocessor

VGA, SVGA, or Multi-sync color monitor

8 megabytes (Mb) of random access memory (RAM)

a hard disk with a minimum of 20Mb of free space
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	  an Intel (or compatible) 80386, 80486, or Pentiu...
	  VGA, SVGA, or Multi-sync color monitor
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	  a hard disk with a minimum of 10Mb of free space...
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	  an Intel (or compatible) 80486 or Pentium™ micro...
	  VGA, SVGA, or Multi-sync color monitor
	  8 megabytes (Mb) of random access memory (RAM)
	  a hard disk with a minimum of 20Mb of free space...





